
Welcome to Focus on Finance & HR!
February 11, 2020



Agenda

• Accounting Reminders
• Financial Responsibility and Certification
• Spring 2020 Budget
• Changes to Form W-4
• LinkedIn Learning
• Inventory Confirmations
• Announcements & Deadlines



Accounting Reminders

Shan Arnold 
Assistant Controller



Accounting Email Communication

Please route your requests to the appropriate inbox for 
processing. This will help Accounting with lost 
documents, turnaround time and identify a method of 
accountability, which improves customer service.



Accounting Email Communication

Accounts Payable Inbox 
(accountspayable@memphis.edu)
• Invoice
• Vendor Inquiry
• Stop/Reissue Check or ACH
• Vendor Setup (W-9 and W-8)
• Change of Address 



Accounting Email Communication

BF Accounting Inbox (accounting@memphis.edu)
• Transfer Voucher
• De-obligation of Travel Purchase Order
• Increase Travel Purchase Order
• Tax Exempt Certificate 



Transfer Voucher Reminders

Purpose of Transfer Voucher 
• Correct Keying Error
• Reclass Expense from FOAPAL to Another
• Allocate Monthly Departmental Charges
• All Transactions must be in Current FY 



Transfer Voucher Reminders

Backup for Transfer Voucher 
• Invoice with Account Numbers/PO#
• Print Screens of Vendor Payment

1. FAIVNDH- Vendor Detail Payment History
2. FGITRND- Detail Transaction Activity



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 will be electronic. No 
paper forms!!



Financial Responsibility Certification-What needs to be done ?

• All Financial Managers, Designees and Approvers will be receiving 
an email with a link to a page where they can complete the 
Financial Responsibility Certification on or about March 2, 2020

• Due to be completed by March 20, 2020



Sample Forms



Sample Forms



Sample Forms



Spring 2020 Budget

Deborah Keeney
Associate Director,

Financial Planning & Analysis



Lambuth Campus
Budget Development 

in 
February and March



Spring Budget – Key Dates

• Revenue Projections ~ Due Friday, March 13, 2020
o Email with instructions will be sent out Friday February 28, 2020
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, March 30, 2020
o If a Summer project is planned, submit by Spring deadline

• Expenditure & Position Paper Budget Revisions ~ Due Monday, March 30, 2020
o Email with instructions will be sent out Friday February 28, 2020
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 FY21

• BD4 Online Budget Revisions ~ Due Friday, April 3, 2020
o Remember to align department budgets for the remainder of FY20
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 FY21 Proposed Fringe Rate (To be Finalized in May) 
 35.6% Salaried Employees
 54.6% Hourly Employees
 7.2% Temp Employees – No Insurance
 33.7% Temp Employees – With Insurance  
 1.1%  Student / GA

• Benefits FY20 Fringe Rate
 35.6% Salaried Employees
 51.2% Hourly Employees
 8.1% Temp Employees – No Insurance
 31.7% Temp Employees – With Insurance  
 0.8%  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

Reminder Current Year Budget to be moved as needed for 
Departments spending plan through June 30th



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 and Analysis Web Page



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



Changes to Form W-4

Judith Nance, CPP
Asst. Manager, Payroll



Notable Changes to Form W-4:

Accounting for inflation

Step-by-step process

No more allowances

Accounting for multiple jobs



What You Should Know:      



• Am I required to complete a new Form W-4?
 No, if you have no changes, you may continue with your current Form W-4 already on file in the Payroll 

Office.

• I was hired in 2020, must I use the new Form W-4?
 Yes, anyone hired after December 31, 2019, must fill out the new Form W-4.

• I was hired before January 1, 2020, but I need to make some changes.  Do I have to use the new form to 
make any changes?
 Yes, any changes to your current information or any new hire information made in 2020, must use the new 

Form W-4. 





























LinkedIn Learning

Melanie Drisdale
Director, Employee Engagement, 

Learning & Development



LinkedIn Learning

• LinkedIn Learning is an online learning platform 
enabling organizations to achieve development 
objectives.  

• Offers 12,000 technology and professional skill-
based courses. Each year, LinkedIn Learning adds 
approximately 1,800 courses.  

• Learn on the go! The platform has mobile 
optimization.



LinkedIn Learning

• The LinkedIn Learning sign on is 
located on the MyMemphis
portal’s Employee tab under 
Training Opportunities. Click the 
LinkedIn Learning logo to begin 
activation. You will sign on using 
your Memphis login. 



LinkedIn Learning

• You have to the choice to link to your personal 
LinkedIn account or not.  

• Linking to your personal account will increase the 
professional skills listed on your personal LinkedIn 
account. 



Inventory Confirmations

Darya Maksimova, Accountant III



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.

• State Auditors verify Inventory Confirmations as part of their normal audit 
procedures. Failure to complete Inventory Confirmations could be reported as an 
audit finding.

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


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, and other scientific equipment. 

• Equipment under $1,500 is not included.  Report may be obtained from 
Banner ePrint – Banner Finance Repository – FYFR001-Fixed Asset 
Inventory Listing.



Annual Inventory Confirmation Process
1. Print a copy of the Confirmation and read instructions carefully.

2. Physically confirm the location of all assets.

3. If information is missing or incorrect, update asset description information (make, model, serial 
number, etc) on the confirmation report, preferably using a red pen. Changes to description, 
make, model and serial number are made by Financial Reporting.  

4. Update Location or Org; surplus or zero value through Fixed Asset 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/lost/stolen items.

9. Make a copy and return the signed confirmation report to Accounting by March 31, 2020.

http://bf.memphis.edu/forms/equi/equi02.htm
http://bf.memphis.edu/forms/equi/equi03.htm


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” (not included in the 
Report).



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.



FFIPROC – Fixed Asset Procurement Query
Additional information may be found using the Banner INB FFIPROC page by 
purchase order #, serial #, description or other parameters.  



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

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


The list of location codes can be viewed at 
https://bf.memphis.edu/spectrum/search-locations.php

https://bf.memphis.edu/spectrum/search-locations.php


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

https://memphis.policytech.com/dotNet/documents/?docid=457
http://bf.memphis.edu/spectrum/fahelp.php
mailto:wf-fixedasset-admins@memphis.edu


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

http://www.memphis.edu/accounting/fixedassets.php


ePrint Report – FYFR001 (Fixed Asset Inventory Listing)



Fixed Asset Team

Kathy Archie, Financial Reporting Manager 
Darya Maksimova, Accountant III

wf-fixedasset-admins@memphis.edu

mailto:wf-fixedasset-admins@memphis.edu


Announcements & Deadlines



Announcements & Deadlines

Records Inventory Report Due Dates
• March 31st – 9-Month Faculty
• May 31st - All Others Faculty and Staff 



Announcements & Deadlines

• Don’t forget to review the University’s current job 
openings at workforum.memphis.edu.

• Subscribe to our Twitter feed at @umemphisjobs!



Announcements & Deadlines

• Financial Planning and Analysis 
Deadlines and Workshop

Activity Deadline

Revenue FYBR001 Pages and Budget Revisions Friday, March 13, 2020

Capital/R&R/Facility Projects Monday, March 30, 2020

Expenditure & Position Paper Budget Revisions Monday, March 30, 2020

BD4 Online Budget Revisions Friday, April 3, 2020

Workshops Date

Budget Basics Thursday, May 28, 2020

Admin Bldg. - Room 178 9:30 - 11:00 AM



Announcements & Deadlines

• At HR’s UMboarding (New Employee Orientation), 
Customer Service Excellence training is now 
covered for new employees.

• Supervisors are encouraged to help employees 
complete list of post-orientation tasks (see 
MyMemphis portal).



Announcements & Deadlines

• 2019 Total Compensation statements and online 
W-2s have all been distributed electronically and all 
appropriate employees have been notified.



Announcements & Deadlines

• Performance appraisals
• Annual faculty appraisals were released in 

WorkforUM on January 28.
• Annual staff appraisals, completed in the SAMS 

system, are due to Human Resources by April 30, 
2020 and should (generally) reflect May 1, 2019 –
April 30, 2020.

• SAMS training is available now in Learning Curve.



Announcements & Deadlines

• Customer Service Training
February 11, 2020 - 2:00pm
AD177B

More dates to come in 2020!



Announcements & Deadlines

• Banner Navigation
Online Training is now live!

• WorkforUM Training
April 29, 2020  - 1:30pm  
AD178



Announcements & Deadlines

• Pre-Retirement Seminar
– Thursday, April 30
– University Center
– Invitations first to employees potentially nearing

retirement, then open to all University employees as space
allows



Announcements & Deadlines

NEXT MEETING
March 10, 2020

340 University Center



Thank you for attending!
memphis.edu/focus
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