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** Please note that the dass dates and times are subject to change.
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NEWS FROM TRAVIECESER

ePAF Tips f New Requirements for Travel to a Conference or
Event

When preparing yol Whajtou need to know:

forget about th_e Le0l=kTg For trips starting June 1, 2016 or later, it is MA NDATORY that
resources available through the h ‘ broch b bmitted with th
AFISM website under Job Aides. the con erer.lceevent ro.c ure. e s.u mlttg with t .e.
documentation for t he trip. This will aide in expediting the
Link to ePAF Job Aides vouchers submitted for the travel. Using the brochure, the Travel
Office will be reviewing the following information:

This page includesthe following

tools and resources: - Was lodging at the conference/event hotel? Does the

. ePAF Calculator brochure show the conference rate?

- ePAF Templates T If YES‘ No Travel Exception Form is required if

- The Condensed Guide of the amount exceeds lodgingper diem for that locale. State
ePAF Tips & Tricks funds cannot be used for any overage exceeding per diem,

- The Guide for Choosing an however an unrestricted FOP can be used for the overage
ePAF amount.

- SRR 1 I1fNO ‘A completed Travel Exception Form IS

required if the lodging rate exceeds the per diem.
9 If the lodging cost exceeds per diem and the conference
rate, a completed Travel Exception Form is required.

- Were meals provided at the Conference?

1 If YES- Meal expense may not be claimed on the
Travel Voucher.
9 If the meal is shown as being providedin the brochure:

o0 Continental Breakfast — breakfast per diem may be
claimed if the meal provided was not sufficient.

o If the traveler chooses not to eat the meal that is
shown to be provided, an itemized receipt may be
turned in for reimbursement, but may not exceed
the per diem limit for the meal.

How do you tell how much leave time an employee ha®

D[A] qow - HRO30 71 Employee Current Leave B alances ; located in the

Human Resources>Departmental Users>Web Leave Reports Folder.
K‘D - This report can be executed for the entire organization or for one
we employee.
- You can also drill down to the leave type (i.e. sick, vacation, etc.)
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AFI SM CLASS EGNABALAREI NOW AVAIN ABUMTOTAL

Wh a't does this mean?

The day after you completea Training Class taught by AFISM, you shouldreceive an email from AFISM 2 Know
Requesting for you to complete an online evaluation (pictured below):

Dear

An evaluation for Property Inventory System Training which you attended on 5/25/2016 1:30:00 PM CDT, is available for you to complete. Your responses are
anonymous. In order to access the evaluation, please go to SumTotal Class Evaluation
*Please note that if you are not already logged into SumTotal, once logged in, you will need to follow the steps below to access the evaluation.”

s Hover over the Leamn tab
s Hover over Leamn
s Select Learning Activity Evaluations, and then select the start button.

Please contact afism.2Zknowi@ttu.edu for questions or concemns.

Thank you

TEXAS TECH UNIVERSITY
Administration & Finance
| Information Systems Management

Once logged into SumTotal, hover overLearner >Learn > Click on Learning Activity Evaluations

Learner

Dashboard 1 Catalog

Assess

Plan

- Learning
Activity

Collaborate Evaluations

Learn

You should then see a blueSTART button to begin the evaluation. There are multiple choice questions at the top for
overall effectiveness of the course and a comments section. The entire evaluation should only take abou8 - 5 minutes to
complete. The evaluation will be available for 5 to complete. We thank you for your feedback.

Evaluation Name =

AFISM Evaluation
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NEW WEB PAGESBLAEVAI LA

AFISM has been working with several departments to updatetheir web pages. We are pleased to announe additional
sites that are LIVE and availab | e . OQur new AFI SM site is coming soon..

Budget & Resource Pl annipng /& wha degpeamentt:u. edu/ budget /

TEXAS TECH (@)

UNIVERSITY

Calendar Forms Contact Us Budget Resources A&F Areas

Budget & Resource Planning & Management

"
T
I

“to the univérsity“s operating budget
\"‘W I 3 i
M ‘

I I I o il i I ‘ ol
‘h” ‘HH ‘ | i O A b ‘
i j i il I ‘ i i S,

The Budget Office is responsible with forecasting, analyzing and making adjustments to the University's operating budget. Budget provides support to
faculty and staff concerning fiscal inquiries related to budget management, personnel funding and budget compliance. Budget is also responsible for

various state mandated reports including the Legislative Appropriations Request.

Announcements Budget Calendar

University Firharnaoi:al/l wSvew. diepes . ttu. edu/ uf s/

TEXAS TECH Q =

UNIVERSITY

UniVerSity Financial Services Areas Information & Forms Operating Policies AZF Areas

a

Ik
I “ ‘
\uuumuuwm i \u\

‘\ UNIVERSITY F

it Sunng aCCUrF’
| P i
|
|

Welcome to the University Financial Services department. We are committed to ensuring accurate accounting, reconciliation and reporting of the

University's financial resources while providing quality customer service and support.
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REPAGT MODI FI CATI ONS
HRO35 1 Employee Search Report

What changed?
The report now reflects the Job Title instead of the Position Title. This eliminated an issue with re -classed positions.

HR11771 Departmental Fringes/Longevity Estimate Report

What changed?
We made a correction which showed some fringe amounts doubledif an employee has multiple pay codes.

NEW REPORT
FI333 i Research Expenditures by Source

What are the parameters? (Asterisk deno
- Beginning Fiscal Year*
- Ending Fiscal Year*
- Fiscal Period*
- College

The report depicts the Total Research Expenditures, Restricted Research Expenditures and Federal
Research Expenditures by Fiscal Year. This data is only available for closed periods.

Thisi s a great high |l evel view for Colleges to monitor and

Report: FI333 Texas Tech University
Research Expenditures by Source
Comparison by Fiscal Year through Fiscal Pericd 01 - September

15,000,000.00 4 W Total Research Expenditure

[ Restricted Research Expenditure
OFfederal Research Expenditure

10,000,000.00

5,000,000.00

0.00-

2013 2014 2015 2016
Total Research Expenditure 10,158,027.08 13,536 25202 1223229976 1434386775
Restricted Research Expenditure 264160381 3927226358 354261353  5081,931.36

Federal Research Expenditure 181090258 250660546  2,005,96867  2.759,667.13
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ANNUAL

When i s

PROPERNW®RY NVERT |

t he

FY16 i

nventory

=

due?

CMITNDBRR RE

All Property Inventories must be completed and certified by the Property Custodian on or before June 30 ™. All
training documents are available in the Property Inventory System under Help>TTU.

Need help or a refresher? Classes are available on the following dates, register through SumTotal:

- June 22
- June 29th

**These are the last 2 classes offered before the 2016 Certification duedate.

Need hel

p understandi

ng

y ou

r rol e i

n

t he

Property

We partnered with Property Management to create a NEW Quick Reference Guide. This is anat a glance view of what
functions each role can perform in the system.

PROPERTY INVENTORY SYSTEM ROLES |

EDIT &
SUBMIT
INVENTORY

SFERS

CERTIF
INVENTO

Y
R

Li

USER

DELEGATE

v
2 o

LalRal

CUSTODIAN

v

L IR IR

V4

This document is available through the Property Inventory System>Help>TTU> Property Inventory — Roles Quick
Reference
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COGNOSPOTLI G HASHBOARDS
Operating Expense Dashboard Overview

Looking for an easier?way to review key reports

The Operating ExpenseDashboard is designed to compleanent and complete the reports available in Cognos. Using this,
you can see 5 reports at one time related to Operating Expenses. The data provided is for one Fiscal Period, providing a
shapshot of a select data set.

The dashboard is comprised of 5 sections of data Encumbr ance, BCadnROLayménd aml Travel
Payments. The column titles reflect the same information as found in the Cognos reports. The dashboard allows
viewing of all at one time.

To access the dashboard, start at the Home Page of Public F

Within this folder, select Lo finandalDashboardsh |y oy« Fj

Operating Expense Report Dashboard is housed in the Financial Dashboads folder and appears as:

I:I TTU Finance

DBEO01 - Operating Expense Dashboard

Click on the link to access the parameter page.

Parameter Options are found at the top section of the dashboard. When the parameter page opens, you will find the Chart,
Fiscal Year and Fiscal Period defaulted as shown below ith yellow highlights. These can be modified using the drop
downs provided. The Organization Code is required and will populate with the last Organization Code used. Both the
Fund Code and Program Code are optional, allowing you to execute it at variouscombinations of the FOP. You may find
the dashboard easier to use if you will enter a complete FOP rather than just an Organization Code.

Select Chart: Fiscal Year: Fiscal Period: Gy Fund: Organization: i~y Program:
* Texas Tech University [v] *2015[w]  * 10 [v] é | *[c11000 | é

Apply 4——o

Each section can be expanded to see all of the data.

To activate a section in order to see the complete report, sinply do a double-left click of the mouse anywhere within the
report section:

Encumbrance
cumbrance Number Vendor Name Original Encumbrance Adj and Liquidations Remaining Balance
E0000097 244 .812.00 (244,812.00) 0.00
P0175703 LydR« Hooks Roofing Co of Lubback Inc 50,000.00 (46,078.60) 3,921.40
P0202987 £3.00 0.00 63.00 To activate box, double
left click anywhere
P0203221 500.00 (335.00) 18500 yithin the report section
P0203595 305.50 0.00 305.50
PO205773 61.00 0.00 61.00
PO225469 1,290.00 0.00 1,290.00
D(179RAA1 £ 210 00 000 £ 2910 00
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The double-click action causes the options shown below to display. The only icon that should be used is the one with the
arrow pointing to it in the screen shot below. Clicking on t hi s “ Maxi mi zes the Widget?"”.

4—— Donotuse

Encumbrance
T cumbrance Number Vendor Mame Criginal Encumbrance Adj and Liquidations Remaining Balance

ED000097 244,812.00 (244,812.00) 0.00
PO175703 Lydick Hooks Roofing Ca of Lubbock Inc 50,000.00 (46,078 60) 3,921.40 Use this icon to enlarge

report. Do not use any
P0202987 63.00 0.00 63.00 other icons in this area.

P0203221 500.00 (335.00) 165.00
P0203595 305.50 0.00 305.50
P0205773 61.00 0.00 61.00

FO225469 1,280.00 0.00 1,280.00
1M

When the report (widget) is maximized , either a sliding bar is found along the right side to navigate through the data or
page down and page up options exist to navigate through the data.

In the screen shot below, notice the yellow highlighted bar in the far right of the window. This is the slider bar that allows
navigation of the report. Many of the icons found within an expanded widget should not be used.

Shown below are the three options that you should use:

- The Home Icon n returns you to the home page of Cognos,

- The curved arrow icon . returns you to the Financial Dashboard folder. A window displays requiring you to
selectLeave This Page .

- The i link shrinks the window to its original size.

andStlo= | f} - 1010 i Dashboard - New Package - Com .

° e Returns to Financial ”ﬁ(
ncubridce Retums to Cognos home page ~ Dashboard folder
Click to shrink to original size
T cumbrance Number Vendor hlame Original Encumbrance  Adj and Liquidafions  Remaining Balance
E0000087 24481200 (244 $12.00) 000
B47R707 Ludick Honke Bonfing Co oflyobocklne R0001 00 (AR 179 R 107440

The secion below shows the links within the report display that allow you to page down. Notice in the lower left, the
options: Top, Page up, Page down, Bottom. These links will be active only if there is more than one page to be displayed.

blanket POs

T+I_1.rment5 for PO Number: PBO0GT1T

Transaction Date Yendor Invoice Mumber Type Fayments Wendor MName

121214 702 R 3.476.25 Michigan State University

I

Top 2 Page up ¥ Page down X Botiom q
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Open Encumbrance Se ction :

Provides Encumbrance Number, Vendor, Original Amount, Adjustments and Liquidations and Remaining Balance

- For more details, use a Cognos Report such a&l030 or FIO26A

Open Encumbrance

Eﬁ.cumbrance Number Vendor Name Original Encumbrance Adj and Liguidations Remaining Balance
PO374708 Armstrong Transportation Services 3,000.00 0.00 3,000.00
PO375078 Summus Staples 107.83 (51.29) 56.54
PO377846 Shimadzu Scientific Instruments Inc 448000 0.00 4 480.00
FO373459 CDW Gowvernment Inc 33021 0.00 33021

Blanket PO Section

View the details regarding the Original Blanket Order as well as payments made against the Blanket Order. The
Remaining Blanket Amount displays within the top section. Remember that Blanket Orders do not encumber funds.

Blanket POs

—.iginal Blanket Order for PO Number: PB0O06717T

“endor Mame Cirder Date Termination Date Criginal Blanket Amount Remaining Blanket Amount

Michigan State University 090114 10,000.00 6,523.75
. ~yments for PO Number: PBO0GT1T

Transaction Date “endor Invoice Mumber Type Fayments “endor Mame

121214 T02 R 3.476.25 Michigan State University

P-Card Section

This section provides Pcard payment details. The Document ID is provided along with a description of the transaction and
the amount paid for that transaction.

P-Card

T ansaction Date Document 1D Transaction Descripiion Transaction Amount
06/03/15 CTOD1807  D427SANCHE-LUNAMETRICS LLC 49900
06/03/15 0420MCCLUR-CVSIPHARMACY #10521 3.06
06/0315 0406ELLIS -COMPUTER FARTS USA LUB 70.00
06/03/15 0410CARSON-SKYVIEWS OF TEXAS TECH 56.14
06/03/15 0420MCCLUR-FEDEX 850125487669 16.99
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PO Payments Section:

This section provides by Vendor, the payments made against Purchase Orders. Notice that both the Vendor Invoice
Number a well as the Check Number are provided for each PO payment.

PO Payments
Vendor Name Vendor Invoice Number | Document ID | PO Number | Transaction Amount = Check Number = Check Date = ©heck Amount
Aguaone Inc T18793/351829 IW158332 PO321179 8.00 10547644  06ME6M5 3.00
T18793/352077 IW158687 PO321179 13.00 10550004  D6/26/M15 13.00
Cardinals Sport Center 0694789-01 IL157996 PO372703 T7.50 26012598 061615 F7.50
Muthen and Muthen 54841 IK153068 P0O378452 1,630.09 26012950  06/22M15 1,630.08
Possible Missions Fisher Scientific 4266773 WO282980 PO374675 6,406.00 10549730 062515 6,406.00

Travel Payments Section

This section provides details by Trip Number, the amount spent on the various types of expense. If travel was completed
on a PO, it will display within this report.

Travel Payments

T4 ansaction Date Doc Ref# | Encumbrance # Transaction Description Account Description Amount
06/23M15 1518136 TO517_Washington_. TV OS5 Meals 16.68
062315 TOS17_\Washington_ TV O3 Public Transport Comm Airfare 437.79
062315 TO517_\Washington_. TV O3 Public Transport Taxi Limo 472
062315 1518140 TO517_\Washington_| B TV O3 Public Transport Comm Airfare 751.10
06M7H15s 1520635 TO512_Atlanta_ TV O3 Public Transport Comm Airfare 25T7.20
0e6MaMs 1520816 TO531_San Jose_ TV Foreign Commercial Airfare 1,040.93
0e6MaMs TO531_San Jose_ | TV Foreign Other Authorized Travel 19.99

Cont act Us :

AFISM
806-742-KNOW
afism.2know@ttu.edu
http://www.depts.ttu.edu/afism/
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