
Welcome to Focus on 
Finance!

June 20, 2019



Agenda

• Year–End Bucket List  Monica Goldsby
• University P-Card Program Kerri Reese

• What’s New? Who Knew? What’s Due? 



Year End Procedures

Monica Goldsby, General Accounting Manager



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-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 2nd. 
4. Complete all Travel Claims for outstanding Travel 

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

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

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



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 06/20/19 –
Select AP Status Open
– Enter Organization –
Select Search



ePrint Report FYBR027 



Encumbrance Query



ePrint FGROPNE



ePrint FYBR001 – FY18



Questions



Procurement Card Administrator

Kerri Reece
kreece@memphis.edu 

(901) 678-3775

Procurement Card Update



• P Cards end June 30

• New P cards from

New Procurement Cards:



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

• All Regions cardholders converted to US Bank:
• will receive the Step-by-Step instructions for the new system
• received prior P Card training, documented in files
• sign updated Agreement at card pickup acknowledging & 

agreeing to P Card guidelines



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



Questions



What’s Due?

Activity Deadline

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

Process FY-20 Purchase Requisitions that do NOT require 
bidding Ongoing



Next Focus on Finance

October or November, 2019

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

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

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

	Welcome to Focus on Finance!
	Agenda
	Year End Procedures
	Year End To Do!
	To Do List!
	Accounting Resources
	Banner Finance Program Guide
	What Travel POs Do I Have Outstanding?
	What Tigerbuy POs Do I Have Outstanding?
	ePrint Report FYBR027 
	Encumbrance Query
	ePrint FGROPNE
	ePrint FYBR001 – FY18
	Questions
	Slide Number 15
	Slide Number 16
	Slide Number 17
	Slide Number 18
	Questions
	What’s Due?
	Next Focus on Finance

