
Welcome to Focus on 
Finance!

June 21, 2018



Agenda

• I-9 Overview – Angela Wheeler-Lester
• Year End Procedures  – Terrice Watson & Deborah Keeney
• Audit Notes – Chelon Wilson
• What’s New? Who Knew? What’s Due?



I-9 Update

Angela Wheeler-Lester – HR Records 
Management



I-9: What’s NEW???

• I-9 Verifications/Immigration Certification/Re-certification

 Effective March 2018, HR Records Management now 
E-Verify’s ALL new employees. 

 Effective June 1, 2018, HR Records Management has 
taken over I-9 verifications for new employees, and re-
certifications for current employees for Shared Services. 

 Effective August 1, 2018, HR Records Management will 
take over processing I-9’s for all undergraduate student 
employment for the Student Employment Office.



I-9: Who Should Complete a Form I-9?

• You must complete Form I-9 each time you hire any person to 
perform labor or services in the United States in return for 
wages or other remuneration. 
 Remuneration is anything of value given in exchange for 

labor or services, including food and lodging. 

• The requirement to complete Form I-9 applies to new 
employees hired after Nov. 6, 1986. 

• This requirement does not apply to employees hired on or 
before Nov. 6, 1986, who are continuing in their employment 
and have a reasonable expectation of employment at all 
times. 



I-9: Where Should I go to Complete, 
Re-certify or Verify My I-9?

• You will go to RM 143 Administration, HR Records, and ask 
for Angela Lester, I-9 Coordinator, extension 3338, 
emprecords@memphis.edu. 

• The link for the I-9 form can be found at 
http://www.memphis.edu/bf/forms/hr.php under HR 
Records Management.

• Bring acceptable and valid documentation.
 No expired documents will be accepted.

mailto:emprecords@memphis.edu
http://www.memphis.edu/bf/forms/hr.php


I-9 Completion Deadline
• The employee completes Section 1 of Form I-9 at the time of 

hire. 
 “Hire” means the beginning of employment in exchange 

for wages or other remuneration. 
 The date of hire is noted on the form as the first day of 

employment. 

• Employees may complete Section 1 before the time of hire, 
but no earlier than acceptance of the job offer. 



I-9 Completion Deadline

• I-9 Coordinator will review the employee’s document(s) and 
fully complete Section 2 within three business days of the 
hire. 
 For example, if the employee begins employment on 

Monday, we must complete Section 2 by Thursday. 

• If you hire a person for fewer than three business days, 
Sections 1 and 2 must be fully completed at the time of hire –
in other words, by the first day of employment. 



Don’t Complete the I-9 for Employees Who Are:

• Hired on or before Nov. 6, 1986 who are continuing in their 
employment and have a reasonable expectation of 
employment at all times. 

• Independent contractors. (Unless working on a grant with a 
FAR clause.)

• Employed by a contractor providing contract services (such as 
employee leasing or temporary agencies) and are providing 
labor to you. 

• Not physically working on U.S. soil. 



Important Reminders
 You cannot hire an individual who you know is not 

authorized to work in the United States. (They will not receive 
a paycheck if their I-9 is not complete and verified by HR Records.)

 Do Not Allow Anyone to Work Without Completing an I-9! 
(Offers of employment are contingent upon this process. Please ensure 
they come to HR Records, RM 143 to complete this process.)

 Employees with expired documents CANNOT be allowed 
to continue to work until authorized by HR Records. 

 ALL new hires will go through the E-verify process.



Questions?



Year End Procedures

Terrice Watson, Assistant Controller
&

Deborah Keeney, Associate Director Budget
Financial Planning



Year End To Do!
1. Complete All Travel Claims.
2. Settle Supply Advances.
3. Review and Request Deobligation of Purchase 

Orders. (Travel and Goods/Services)
4. Ensure that all invoices for Goods and 

Services are forwarded to Accounting.
5. Request Your Future Year Travel Purchase 

Orders.
6. Review FGRODTA – Transaction Detail Report 

(ePrint Report)
7. Ensure FY-18 Fixed Asset Purchases are 

Properly Tagged.



What Travel POs Do I Have Outstanding?
• MyMemphis – Finance 

- Banner Self-Service –
Finance –
Encumbrance Query –
Select Encumbrance 
Status – Open - Enter 
FOP – Enter Account 
Type – 71 – Select 
Submit Query.



What Tigerbuy POs Do I Have Outstanding?
• MyMemphis – Finance 

– Tigerbuy (Production) 
Select Documents Icon
– Select Document 
Search * Search 
Documents – Select 
Custom Date Range 
07/01/16 06/20/18 
– Select AP Status 
Open – Enter 
Organization – Select 
Search



To Do List!
1. Ensure FY-18 Fixed Asset Purchases are Properly 

Tagged. - TODAY
2. Review FGRODTA – Transaction Detail Report (ePrint

Report) – TODAY
3. Review FGRODTA – Transaction Detail Report (ePrint

Report) – July 2nd. 
4. Complete all Travel Claims for outstanding Travel 

POs or request closure to 
accountspayable@memphis.edu prior to July 6th. 

5. Request Invoices from vendors, Enter all Receipts in 
Tigerbuy and Forward to Accounting prior to July 6th.

mailto:accountspayable@memphis.edu


Accounting Resources
• Accounting Forms 

http://www.memphis.edu/bf/forms/financ
e.php

• Review Open POs (FPIOPOF) or Finance 
ePrint Reports FGROPNE Open 
Encumbrances https://my.memphis.edu

• Fixed Assets 
http://www.memphis.edu/accounting/fixed
assets.php

http://www.memphis.edu/bf/forms/finance.php
https://my.memphis.edu/
http://www.memphis.edu/accounting/fixedassets.php


Banner Finance Program Guide



ePrint Report FYBR027 



ePrint Report FYBR005



Banner Self Service Query



Encumbrance Query



ePrint FGROPNE

Focus on Finance March 2018 presentation also has Tips & Tricks – Encumbrance Review



ePrint FYBR001



Banner Self Service Query



Account Type 62 Benefits



Questions



Audit Notes

Chelon Wilson, Senior Internal Auditor



GE2016 – Notification of External 
Audits and Reviews

What is an external audit or review?
Any examination or investigation performed by 
an agency, company, consultant, or other 
organization or individual outside of the 
University for the purpose of assessing 
operational or financial effectiveness, legal or 
regulatory compliance, and/or conformance with 
contractual obligations. An external audit or 
review may be mandatory or voluntary.



Policy Exclusions
Specialized reviews associated with academic 
accreditation are specifically excluded from 
the requirements of this policy.



What Needs to Be Communicated When 
the External Project is Scheduled?

The primary contact person should notify Internal 
Audit of an external audit or review as early in the 
process as possible.

An Internal Audit external audit notification form 
is available at our website: 
http://www.memphis.edu/audit/external.php

The Office of Grants and Contracts Accounting 
should also be notified if the external audit or 
review involves funding for a sponsored project. 

http://www.memphis.edu/audit/external.php


What Needs to Be Communicated When 
the External Project is Completed?

The primary contact should forward a copy 
of the results to Internal Audit. 
The primary contact should also forward a 

copy of the results to the Grants and 
Contracts Accounting if the external audit or 
review involves funding for a sponsored 
project.



Why Share this Information with 
Internal Audit?

1. To prevent the duplication of audit effort.
2. To ensure the appropriate personnel and 
office(s) are involved in providing information 
for the external audit or review.
3. To ensure the University responds to 
external audits and reviews and provides 
notice when required.
4. To provide notice to the University’s Board 
of Trustee’s Audit Committee and State of TN 
entities as necessary.



Contact Information
Office of Internal Audit & Consulting – 271 Administration Building
678-2125, www.memphis.edu/audit/

Vicki D. Deaton, CISA, CFE
Chief Audit Executive
901.678.2125 / vddeaton@memphis.edu

Jesse Pierce, CISA, CRISC
Senior Information Technology & Network Security Auditor
901.678.1630 / jjpierce@memphis.edu

Chelon Wilson, CFE
Senior Internal Auditor
901.678.1750 / cwlson14@memphis.edu

Emily Bridges, CPA
Senior Internal Auditor
901.678.4084 / ebridges@memphis.edu

http://www.memphis.edu/audit/
mailto:vddeaton@Memphis.edu
mailto:jjpierce@memphis.edu
mailto:cwlson14@memphis.edu
mailto:ebridges@memphis.edu


Questions



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



What’s New?



Who Knew?

Workshops Date

Banner 9 Training
Beginning July 2018

See Learning Curve!

Tigerbuy Training Thursday, July 12, 2018

Admin Bldg. - Room 119 9:30 - 11:00 AM

Banner 9 Finance Training - Learning Curve
August & September 2018

Admin Bldg. - Room 178



What’s Due? Year-End
Activity Deadline

Process FY-18 Purchase Requisitions that require bidding ($10,000 or more) Tuesday, May 15, 2018

Process FY-19 Purchase Requisitions that require bidding ($10,000 or more) with July 
1, 2018 contract start date May 15 - June 30, 2018

Process FY-18 Purchase Requisitions that do NOT require bidding Beginning Monday, May 15, 2018

Book Airfare Reservation via Travelennium for Travel in FY-18 Monday, June 11, 2018

Process FY-18 Purchase Requisitions that do NOT require bidding Friday, June 08, 2018

Cancel, Adjust, Deobligate Remaining Balances on FY-18 Requisitions Friday, June 22, 2018

Time Sheet for BW13 Biweekly Payroll (June 9th - June 22rd) Friday, June 22, 2018

Complete Staples Purchase Orders Monday, June 25, 2018

Settle Travel Advances for FY-18 Monday, June 25, 2018

Submit Claims for Petty Cash Reimbursement Monday, June 25, 2018

Online Budget Revisions between Account Pools Monday, June 25, 2018

Submit Invoices, Travel Claims and Reimbursements to Accounting (FY-18) Friday, July 06, 2018

Submit Transfer Vouchers to Accounting Friday, July 06, 2018

Time Sheet for Split BW14 Biweekly Payroll (June 23rd - July 6th) Friday, July 06, 2018



What’s Due?

Activity Deadline

Inventory Confirmations (Overdue - Only 75% 
Complete) Friday, March 30, 2018

All FedEx Packages & USPS Bulk Mailings (FY-18) Friday, June 22, 2018

All USPS Mail Processed Through Mail Services -
12:00 Noon Friday, June 29, 2018

Title VI Training 
https://memphis.co1.qualtrics.com/jfe/form/SV_e9
X7bm1YfocWpy5 

Saturday, June 30, 2018

Security Awareness Training 
http://www.memphis.edu/its/security/security-
awareness.php  

Saturday, June 30, 2018



Next Focus on Finance

September 20, 2018
1:30-3:00 PM

UC Memphis Room 340

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

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

mailto:bffin@memphis.edu
http://memphis.edu/focusonfinance
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