Welcome to Focus on
Finance!

June 20, 2019

THE UNIVERSITY OF

MEMPHIS.



Agenda

e Year-End Bucket List Monica Goldsby
 University P-Card Program Kerri Reese
 What’s New? Who Knew? What’s Due?
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Year End Procedures

I@

Year
End

Monica Goldsby, General Accounting Manager
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Year End To Do!

Complete All Travel Claims.
Settle Supply Advances.

Review and Request Deobligation of Purchase
Orders. (Travel and Goods/Services)

Ensure that all invoices for Goods and
Services are forwarded to Accounting.

Request Your Future Year Travel Purchase
Orders.

Review FGRODTA - Transaction Detail Report
(ePrint Report)

. Ensure FY-19 Fixed Asset Purchases are

Properly Tagged.




To Do List!

1. Ensure FY-19 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 2"°,
4. Complete all Travel Claims for outstanding Travel

POs or request closure to
accountspayable@memphis.edu prior to July 5.

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

MEMPHIS.
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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

MEMPHIS.
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Banner Finance Program Guide

VEBEIS Finance

Program Guide

FOAPALS Welcome to the Finance Program Guide!

search by index

search by fund . This site is your online resource for all things related to the Banner Finance system. All information
mgm on related to index numbers, FOAPALs, authorized signatures, and approval queues can be accessed via
search by activity this pregram guide. You can access Banner Finance via the myMemphis portal.

search by multiple fields

search by orgn title Use the links at the left to begin. If you have any questions or need more help, please contact the
search by index title .
Admin Helpdesk at 678-8888.
SIGNATURES
signatures by org
signatures by name
approval gqueues by org
approval gqueues by name
EPAF approval queues by
name

EQUIPMENT REPS
assign equipment reps
view equipment reps
fixed asset workflow help
CODES
account code list
rule code list

data standards manual

TRAINING
learning curve
banner finance reference
card

UTILITIES & REPORTS
budget overexpenditures
e~Print

FORMS
accounting

direct deposit
procurement
system access
HR PROGRAM GUIDE
TIGERBUY WEE SITE

MmyMEMPHIS

MEMPHIS.




What Travel POs Do | Have Outstanding?

* MyMemphis - Finance == e '
- Banner Self-Service - o ticatveriod ie
Finance - e
Encumbrance Query - s i
Select Encumbrance  wd tiooos | Ay
Status - Open - Enter ? i
FOP - Enter Account ... T
Type - 71 - Select eawees L

Submit Query.

| Submit Query |
Query Results
Account|Document Description Original Encumbrance Encumbrance Year to Current Q. ICmt Type
Code Commitments Adjustments Liquidations Date Commitments Used
73100 P0O248195 Watson, Terrice 120.00 0.00 0.00 0.00 120.00 0.00|Uncommitted
Elaine.
73100 PO252530 Minan, George 1,300.00 0.00 (1,300.00) 1.,404.14 0.00]|100.00|Uncommitted
Report Total (of all records) 1,420.00 0.00 (1,300.00) 1.,404.14 120.00] 91.55

Another Query
MEMPHIS.




What Tigerbuy POs Do | Have Outstanding?

» MyMemphis - Finance [l “tigerliy

_ Tige rb uy (PrOd u CtiO n) ‘ LB & Documents > Document Search » Search Documents w > Doct

Select Documents Icdn* [l s

- Select Document Search Documents

Approvals
View Saved Searches

SearCh * SearCh Download Export Files
Docu ments - Select 2 My Forms
Custom Date Range — "

Start Date  D7/01/2015

07/01/16 06/20/19 -  ceone wwue = | Hose

Select AP Status Open o=
- E nte r O rga n izat i O n - Organization Is Exactly ¥ 511000 Add another Organization

Select Search

Document Search

= ==

MEMPHIS.




ePrint Report FYBRO27

Program ID: FYBRO27 The University of Memphis
Page MNo : 29 Baze Budget Expenditures by Major Unit with Awvailable Balance
Prior FY @ 18 Benefits Included
Bdopted FY: 19
Base FY : 20
mvl Bal FY: 19
Organization Fund
Actual
Frior FYl8
Budget Unit: 208 Enrollment Services
Unrestricted E&GE 110001
268000 Enrollment Services 110001 Undesignated E and G 411,584
268010 Admissions Communicaticns 110001 vUndesignated E and G 239,820
268011 One Stop Shop 110001 Undesignated E and G 324,847
288100 Admissions Operations 110001 vUndesignated E and G 1,957,217
288120 Admissions Recruitment Orientation 110001 Undesignated E and G 94,772
288200 Registrar Office 110001 vUndesignated E and G 1,519,750
288210 Rnswer Center 110001 vUndesignated E and G 378
288230 veterans Affairs 110001 vUndesignated E and G 45,504
268310 Financial ARid operations 110001 vUndesignated E and G 1,229,241
268320 Financial Aid Scholarships 110001 Undesignated E and G 11,146
Sub=-Total Unrestricted E&c 110001 6,534,259
Designated E&G Funds
268000 Enrollment Services 116000 Lambuth
288001 Lambuth Enrollment Serwvices 116000 Lambuth 105,340
268101 Lambuth Recruitment 116000 Lambuth 159,693
268120 Admissicns Recruitment Orientation 116000 Lambuth 1,01%
Sub=Total Designated EsG Funds 266,052
Revenue=Generated E&G Funds
288120 Admissions Recruitment Orientation 127060 TH Rssoc Registrars and Admi
268120 Admissions Recruitment Orientation 127780 Enrollment Serwvices 03,353
Sub=Total Revenue=Genserated ELE Funds 303,353
Budget Unit: 208 Enrollment Services Total 7,103,664

adopted
Budget FY19

458,171
381, 664
296,312
1,845,781
796,082
1,599,893

58,433
1,333,392

11,021
&, 780,549

104,317
138,010

243,327

320,000
320,000

7,343,876

Date FRun:
Time Run:

Preliminary
Base FY20

293,783
379,949
300,312
1,854,783
971, %961
1,654,135

61,300
1,334,484
11,021
6,901,748

1,700
107,397
141,087

250,184

330,000
330,000

7,481,932

DES10/19
08:26 AM

Available
Bal FyY139

140,552
68,010
331,270
41,700
91,874

142,839

4

4,602
28,961
-148
551,764

1,800
1,667
8,681
91
12,239

3,826
198,342
202,168

766,171

MEMPHIS.



Encumbrance Query

Existing Queaery | rlomae
| Retrimwve Query |

- I

Fiscal wesar | 2019 = | Fiscal pericod | 14 « |
Emncumibramncs Status |_.ﬂ.,|| - I
Coprmirmitrment Ty e | il - |
I Chart of Accounts ||;_.| | I Tl I | |
| Funa | 110001 | | actiwvity | | |
| organizaticn | [s11000 | | Location | [ |
I Srant I | | I Fumnd Tyipe I | |
I Avcoount I | | | Account Type | |?4 |
I FPrograrms |‘1— [=1=lw] |
Sowes (Rl ry s |
[ ] Sharad
| Subrrmiilt CQuery
|
Reserlts
nmnl@ment escriplion ginal [Emcumbrance JEncumbrance =ar o |[Current v, Cml Type
Caodle i A = Fquaicd ot Drate [ s
FAS0D e L Dhell Markating LP VO3 &0 Q.00 [ 03 .60) 0.00 O 00| B 00, D0 AN commitfed
FAS500 FOFIT4E1 Drell Marketing LP BT 62 0. 00 [ BOF.6F) SOF.62 O 0eD | B00, 0 AL e ey i e
FA4500 023 T748Z Staples Contract and BES. S .00 [ B85.06) G55, 84 OO | B0D, D0 LU e e
[Commercisl Inc
74500 |POZF3ITSFO sStaples Contract and E3.25 Q.00 [ B2.25) E2.25 0-0=0| 100, 00 fUncoamamitted
ICommercaal Ine
FASOO  [POz3o493 Sraples Contract snd BI_EF a.no [ B2.87) [N O 0a0| 100, OO RinE s ted
Hoommercial Inc
FAS00 =01 04 Drall Markating LP ) Q.00 { 9.89) 9.89 00| 800, DO NG CavaT e
FAS00 0243461 Staples Contract and 1.381.770 0,00 [ 1.711.70)| 1.Z257.51 00D | 20D, DD U e e
[ICommercial Inc
74500 |POZFAISIS Staples Contract and 1144z .00 { L12.4F) 114.4Z 0-0=0| 100, 00 fUnccamimitted
lICommerceal Ine
FaSOn  POraSEss D=l Marketing LP 151,39 Q.00 { 151.39) 151.39 O 0a0| 100, GO finc oot ted
FAS00 |[POZAGESE Staples Contract and S22 a.a0 [ 9w 22) G232 O 0a0| 100, GO nc ot ted
Foom miercial Tnic
T4500 oA TXAS STaples Conract amd i 50 Q.00 [ G, 59 [ B =] 0D | 0D OO L T e TR TR
[ICommercial Inc
74500 POF4aE1d Dl Marketing LP 1, 166680 000 [ 1.165.80)1] 1,165 80 0_0<0| 100 Do Uncoamiminted
FA500 FOZS 1027 Staples Contract and 1E2.16 Q.00 L ELZ.15) 112.16 O 00| B 00, D0 FAnG commit fed
[Commercesl Inc
FAS00 POZS5136S Staples Contract and 105 03 .00 [ @1.81) S1.681 1 7.22| 84,21 Uncommamitted
fcommercial Inc
FA500 FO25 280 Sraples Contract anad B.67 Q.00 [ B0.67) BO6T A0 | 0D OO L e TR
[Commercial Tnc
[Soreen Totbal 5. 64627 Q.90 [ 6.629.05) S.475.04 1722 99.74
RLinning Total 5,646 27 Q.00 [ 6.629.05) S.475.04 17.22| 99.74
[Report Total (of all recands) 13.6%36.95 Q.00 {12.138.67)| 10.9654.65 1.558.249] 88.6F
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FGROFNE

DOCUMENT

FUND

COAS: o

PO239622

TYPE:

.5

ePrint FGROPNE

FPurchase Orders

110001 Undesignated E and G

FUND: 110001 ORGM = Z2T5220
VENDOR/PAYEE
NUMBER HAME

Uo0052393

TOTALS FOR FUND:

Open Purchase Order Records:

FUND 11

COAS : o

P.O.
NUMBER

POZ55470

Johnson, Tiffany G.

University of Memphis
Open Encumbrances Report

Undesignated E and &

001 Undesignated E and G

FUND: 110001 ORGM z 276000
VENDOR/FAYEE
NUMBER NAME
UD02463593 Bartelli,Debra

TOTALE FOR FUMND:

Open Purchase Order Records:

FUND
COAS o

P.O.
HUMBER
PO252831
PO255467
FOZ56230

TOTALS
Open Purchase Order Records:

FUND

COAS: o

POZ254766

110001 Undesignated E and G

FUND: 110001 ORGM 276000
VENDOR/PAYEE
NUMBER HAME

Uo0340879
Uo0405694
Uo0435510

FOR FUND:

Yacoubian, Ashley Marie.
Molan,Vikki G.
Gurney, James G.

110001 Undesignated E and G

FUND: 110001 ORGM = 276000
VENDOR/PAYEE
NUMBER HAME

UOD36E8289

TOTALS FOR FUND:

Open Purchase Order Records:

Jia,Chunreng

Purchasa

Undesignated E and G
1 Furchases

Undesignated E and G
3 Purchase

ACCT: T3200 PROG: 2000 ACTWV:
BLANKET
USER ID HUMEBER
CCHOTI
Order Balance:
ACCT: 73100 PROG: 2800 ACTWV:
BLANKET
USER ID NUMEBER
CDHGGHIS
Order Balance:
ACCT: T3z00 PROG: 3800 ACTWV:
BLANKET
USER ID HUMEBER
CDHGGHIS
CDHGGHIS
LLWLLMS4
Order Balance:
ACCT: T3250 PROG: 2600 ACTWV:
BLANKET
USER ID HUMEBER
LLWLLMS4

Undesignated E and &

Purchasa

Order Balance:

07T-JUN-2015% 01:26:28 PM

LOCHN:
TRANSACTION ENCUMBRANCE
DATE AMOUNT
-AUG-2018 1,960.00
s
LOCH:
TRANSACTION ENCUMBRANCE
DATE AMOUNT
15-MAY-2013 1.00
=
LOCH:

TRANSACTION ENCUMBRANCE
DATE AMOUNT
02-APR-2019 1,500.00
15-MAY¥—-2019 2,440.00
01-JUL-201% 2,600.00

=
LOCHN:
TRANSACTION ENCUMBRANCE
DATE AMOUNT
2,480.00
s

Page 115

REMATINING
BALANCE

REMATINING
BALANCE

REMATINING
BALANCE

6,216.55

REMATINING
BALANCE

MEMPHIS.



ePrint FYBROO1 - FY18

11-JUN-2018

Final Estimate

PAGE: 292 University of Memphis
REPORT: FYBROO1 Revenue Budget Estimate/Worksheet by Organization
Prior FY: 17
Current FY: 18
Next FY: 19
Fund: 126200 Art Academic Course Fees NOta Vahd FOP
Organization: 256000 Architecture
Program: 2000 General Academic Instruction Actv Code: NONE
Adjusted
Account Actual Budget Receipts YTD
Code Account Title Prior ¥r Current FY Current FY
51801 Material Fees Regular Term 720.00
Total .00 720.00
Financial Manager Date
Banner Self Service Query
Document List
Transaction Document Rule Class
Date Activity Date Code Vendor/Transaction Description Amount Code
30-May-18 | 31-May-18 | J0230913|S 2018 GA Waiver 270.00 B16
30-May-18 | 31-May-18 | J0230913|F 2017 GA Waiver 450.00 B16
$ 720.00

Report Total (of all records):

06:42 AM

Proposed

Future/Base Budget
Next Yr

Next ¥Yr

MEMPHIS.



Questions




Procurement Card Update

Procurement Card Administrator

Kerri Reece

kreece@memphis.edu
(901) 678-3775

MEMPHIS.




New Procurement Cards:

e /l REGIONS P Cards end June 30

* New P cards from 0Ebank

MEMPHIS.




e US Bank cards have been requested for ALL active
Regions cardholders

e All Regions cardholders converted to US Bank:
e will receive the Step-by-Step instructions for the new system
e received prior P Card training, documented in files

e sign updated Agreement at card pickup acknowledging &
agreeing to P Card guidelines

Mricisne Thank
e

.‘= PURCHASING
ey

ALID -
e D
¥ £ EFPBE v e
< mastercard

MEMPHIS.




New instructions
use screenshots
from our system
and include step
by-step
instructions for
our required
functions.

Attaching Receipts:

On the Homepage, Cardholder can access transactions by clicking on Transaction Management:

(Mbank Access Online

= b

Chai With Us Log Cut

Request $iatus Gusue

Welcome to Access Online

Your last login was 04122015

r s
Azeoust Infermation

Repanisg Message Center

Do Eazrmge Messaga(s) from Access Orling
My Perronal informabon

Home

Email Cenber

Comact U

Traing

Language Selection:
American English »

Mext, click the Transaction List link:

| FlUuuLL FuiLiEasingy wdiu
Transaction L

col @ D&-18-2018 1026 41 COT

Management

* Transaction List
Account Information
Reporting
Dashboard
Data Exchanoe A fimaes Meassineia Moala

Transaction List —

View, review, allocate/reallocate and add comments to transaction information

On the list of transactions, click the Paperclip icon on the line of the transaction you are working with (you may

have to scroll to the right):

Cityl/ State Amount Detail @ Trans Unique ID Purchase ID
l AMZN COM/BILL, WA 528015 (7] 04596325187011052019-04- 1600002  112-0750761-58730
AMZN COMBILL, WA $308 52 @ 04596323 187011052019-04-1600001  112-0730761-56750
24 AMZN COMBILL, WA 5102 08 w 04596325187011052019-04-1200001  112-8560520-18086
AMZN COM/BILL, WA 5204 40 (] 04596325187011052019-04- 1100001  112-3571246-33610
41 WWWAMAZON.CO, Wi 5499 (7] 04596325187011052019-04-0800001  DO1-TESE138-70210
MEMPHIS, TN $9.98 @ 04586325187011052019-04-0100001

soad Attachments £ Attachment

MEMPHIS.



Questions

MEMPHIS.




What'’s Due?

Activity Deadline

Process FY-20 Purchase Requisitions that require bidding

(510,000 or more) with July 1, 2019 contract start date UENT VD ElE) CAEHs

MEMPHIS.




Next Focus on Finance

October or November, 2019

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

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

MEMPHIS.
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