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If you are interested in attending one of the trainings offered, please

Overview of the NEW AFISM follow the link below to SumTotal to register for a class:
Website & Training Site

http://webapps.tosm.ttu.edu/itts/sumtotalsystems

NEW Xtender Request Quick
Links

Date \ Class Description
Class Spotlight of the Month: I Irltroductlon 1D .Cognosf
. . . 9/12 Finance Reporting Basics
Financial Reporting: ; g .
: 9/13 Financial Management 101: Introduction to the FOAP Co
Transaction Reports X . .
9/13 Financial ReportingBudget Reports
Cognos Reports of the Month: 9/13 Intro to Financial Transactions System (FiTS)
FI002, FI004, HR009 & 9/14 Xtender- Scanning and Indexing
HR121 9/15 Financial ReportingTransaction Reports
9/15 Budget Management and Revision
Class Schedule for September 9/15 Account Code Training for Expenditures
9/20 HR Reporting Employee Appointment Reports
9/20 Introduction to Cognos
9/21 &
9/22 All About HR and ePAF Sessions 1,2 & 3
9/26 TechBuy Shopper Training
9/27 Travel Training for Travel Preparer
9/27 Procurement Reporting in Cognos
9/28 Xtender- Scanning and Indexing
9/29 Financial Management 101: Introduction to the FOAP Cqg

** Please note that the dass dates and times are subject to change.
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NEW AFI SM WEBSI TES

Our website got a face lift! We are excited to reveal our new and improved site. The site features an updated design, and i
was created with the users in mind. We hope that users find the site easier to navigate and content easier to locate.
Highlight s of the site:

- Crisp, cleaner design look and feel like other new TTU sites

- Easy to use garch for resources using topic filters or key words

- Link directly to AFISM Training Site (where you can register for classes)
- NEW Glossary of Terms (to help employees with TTU verbiage)

Home Plhgep:// www. depts. ttu.edu/ afi sm/

TEXAS TECH

About AFISM

welcome to i m |
ADMINISTRATION FINANCE INFORMATION SYSTEMS MANAGEMENT
(AR 1 i Il i 1" préviding efficient and productive gnvironment for auxoma;jm:pr
I | il i B "

AFISM, in partnership with administrative departments who
update and maintain information systems, is a resource

center for the campus community, providing an efficient and

productive for d pr and

procedures.
The AFISM resource center provides reporting services,
training classes and tutorials, learning aids, reference

materials, and communications to enhance learning and

operating automated information systems and business

processes.

RESOURCES KNOWLEDGE BASE

related tasks and procedures.

AFISM: Expertise, Partnership, Excellence

Qur Services

= DATA MANAGEMENT ¥ EMPLOYEE DEVELOPMENT @ WEB & GRAPHIC DESIGN

view data architecture to provide Parmer with ASF areas to offer recurring in- Create and develop print and web designs

<, modeling & visualizations class and online training that follow TTU design guidelines

iy RESOURCE CENTER 34 TECHNICAL SUPPORT WEB APPLICATIONS
An up-to-date collection of resource Provide support for various AGF systems and. Creating real-world technology solutions to
documents and links applications improve the business pracess

AFISM NEWSLETTER | September 2016


http://www.depts.ttu.edu/afism/

Tool s

& Refer

endepMenoated o

Fringes Projection

Resour ces

ERP Tools AFISM Reference Training

Cognos Resources SumTotal (Register for Classes)
TechBuy Glossary of Terms AFISM Training Home
Gateway Knowledge Base

TeamApp AFISM Application List

Page

TTUSPRD ‘_ Quick links to key Tools & Resources,
UDEV including the AFISM Training Website
UDEV 55B

Filter

AFISM Resources

Account Code Descriptions [£)

Add Secondary Job: Exempt

Add Secondary Job: Nonexempt

Add Secondary Position: Faculy/TA/GPTI

Appointing Work-Study Students

Budget by FOP or FOAP

Convert Hours To/From FTE [#

Convert from Hourly Rate to Annual Salary & FTE
Diagram of Fund Group, Category & Class

Exempt, Nonexempt & Faculty Employse Classes

FTE Change: Nonexempt

Guidelines of Fund Group, Category & Class

Introduction to Fits: Training Manual (REVO816)

NEW Gl

ossary

Account Crosswalk Instructions
Add Secondary Job: Faculty/ TA/GPTI

Add Secondary Position: O FTE - Exempt

Appointing Full-Time Exempt Non-Faculty Employess to

Teach Class
Appointing a Non-Tech Employee

Choosing an ePaf

n

t

Convert from Annual Salary & FTE to Hourly Rate [£

Date Reminders for ePaf Groups
Employee Pay: Earning Codes
FTE Change: Exempt

Forms of Employee Pay

HR ePaf Date Glosary

Job Change: Begin & Future End - Stude

o(ffguTerking ®faagrech

by

he

by Topic

Filter by topic

Glossary of Terms

ACCOUNT CODE

AB charac‘l:er,-’digit code used to idendfy what the funds have been spent for or what kind of revenue was earned.
This code identifies the expenditure (salary/supplies) that subtracts from the budget balance or a receipt
(tuitdon/fees/sales) that adds to the budget balance

ACCOUNTS RECEIVABLE

Accounts Receivable is responsible to ensuring accurate accounting, reconciliation and reporting of the University
financial resources while providing quality customer support and service.

ACTIVITY DATE

The date that a change or an entry was made in the Banner System

ACTUAL EXPENSE

Expenses incurred for which payment has been made and cleared the insititution's bank.

About AFISM Senvices

or Search by Key

FILTER DOCUMENTS

SHOW ALL

FINANCE

%

EPAF STARTING PRIMARY

EPAF STARTING SECONDARY

EPAF ENDING JOB

EPAF MODIFYING JOB

EPAF MULTIPLE ACTION

COGNOS

XTENDER

2]
1]
o
5
-
m

etter for definit

Select a letter below to
jump to that position in the
list.

-
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This site is stand-alone page, linked to the full AFISM website. The goal was to provide an easier site for learners to learn
more about the classes offered through AFISM and to easily register. The links to SumTotal now take you directly to that
class to complete your registration.

There is a schedule of upcoming classes that pulls from SumTotal. We have also included more detailed classlescriptions
to help new employees identify which courses are best for their new role.

The site also houses all of the classroom training materials grouped by class, making it easy for users to find the materials

again.
Traini

TEXAS TECH

UNIVERSITY

AFISM Training

Menu at

ng

t he

Websihet lomek ®age:ttu

WELCOME TO AFISM TRAINING.

! %" €=xiry |
[ ANCE | BUDG(ET HR
= ¥

| N About AFISM

Administration and Finance, Information Systems Management (AFISM)
offers employee training for a variety of topics. We have multiple classes
within each offering and several are role specific. Qur tranings are geared for
both beginners and advanced users to make them more effective in their

home departments.

‘We also offer a wide variety of training documents and resources which can
be found on our Resources page.

Administration and Finance (
Information Systems Management

Top:

AFISM Website Training Checklist

:&;;EJ;

I Upcoming Classes

Financial Reporting: Budget Reports

Class Date: August 15, 2016

Financial Reporting: Transaction Reports

Class Date: August 16, 2016

Xtender - Scanning & Indexing
Class Date: August 17, 2018

edu/ afi

sm/ trai ni

Q
AFISM Website All Courses

Training Checklist Upcoming Classes

COGNOS

Financial Management 101: Introduction to FOAP Codes

Class Date: August 18, 2016

1120 Main St | MS 5064, Lubbock, TX 79409

806) 742-7070 | Fax: (806) 742-7079

afism.2know @tu.edu

All Courses

Upcoming Classes
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a grouping of Procurement <class offeri

Click on courses toLearn More about what they cover, see prerequisites and have easy acess to Training Aids. There is
also a quick link to Register Now in SumTotal.

PROCUREMENT

Account Code Training for Expenditures

Learn how to find the appropriate accounts codes to use for expenditure transactions.

LEARN MORE

TechBuy Shopper Training

If you are looking for TechBuy Training this is the class for vou. This class if offered for those who
have no approval authority, simply the role of Shopper in TechBuy. You will be introduced to the
TechBuy system and be able to practice within a test environment. Settlement (receiving) in
TechBuy is also introduced during this class.

LEARMN MORE

PROCUREMENT

Rai der |

Wh a't has

Travel Training for Travel Preparer

Do you need to learn how to use the Travel System? This class is offered in conjunction with the
Travel Department. You will learn the policies regarding travel and then have opportunity to have
hands-on training within the Travel System. The class takes you through how to submirt a travel
application and how to then submit a voucher. In addition, yvou learn the policies that affect vour
business decisions for travel as well as the reports to use in verifving that funds for travel are
available.

LEARN MORE

n k

changed?

On the A&F Work Tools tab there are now 3 links to easily
access the new sites:

- Visit AFISM Website: will take you to the home page
for the new site
- Resources: goes directly to the searchable page for
key tools and resource documents (itds all in one

place now)

- AFISM Training Website: take you directly to the
Training page, and has links back to the full site

AFISM NEWSLETTER | September 2016

n



