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JANUARY AFISM CLASS OFFERINGS 
If you are interested in attending one of the trainings offered, please 
follow the link below to our training website:	

http://kainz.ttu.edu/afism/training/  
 

Name 
Start 
Date 

Introduction to Cognos 1/5/2017 

TechBuy Shopper Training 1/5/2017 

Financial Reporting - Budget Reports 1/9/2017 

Xtender - Scanning and Indexing 1/9/2017 
CitiBank Procurement Card Training for the 

Cardholder/Reconciler 1/10/2017 

Finance INB Navigation and Exercises 1/10/2017 

Finance Reporting Basics 1/10/2017 

Travel Training for Travel Preparer 1/10/2017 
Financial Management 101: Introduction to the 

FOAP Codes 1/12/2017 

Procurement Reporting in Cognos 1/12/2017 
EOPS: Employee One-time Payment System 

Overview 1/13/2017 

All About HR and ePAF 1/18/2017 

Financial Reporting - Transaction Reports 1/23/2017 

Introduction to Cognos 1/23/2017 

Cognos Grant Reporting 1/24/2017 
Financial Management 101: Introduction to the 

FOAP Codes 1/24/2017 

Account Code Training for Expenditures 1/25/2017 

Budget Management and Revision 1/26/2017 

HR Reporting - Employee Appointment Reports 1/26/2017 

HR Reporting - Payroll Reports 1/26/2017 

Xtender - Scanning and Indexing 1/30/2017 
    **Please note that the class dates and times are subject to change. 
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Report of the Month 

RPT_PAYDIST_005 – Special Pay List 

What does this report do? 
This report shows Year-to-Date total of Special Pay for one or more pay types, i.e. Additional Compensation, Lump 
Sum Payments.  The data displays in a list report with an option to include FOAP details or not. Parameter page is below: 

 

Report output: Display List: 

 

Data Provided: 
• FY with Home Organization of Employee 
• Eclass with descriptionn  Employee R# and Name 
• Position Number, Title, Earn  Code with description 
• Special Pay Amount by Person, summarized by Organization 



 

 

 
Report output: Display List with FOAP – this display option provides these additional details: 

• FOAP supporting the Special Pay 
o Fund with description; Organization with description, Account with description; Program with 

description. 

 

 

 

 

The Answer 
Receiving access to HR Reports is a two-step process: 

• First, via TeamApp you are granted permission to view HR data for a specific Organization.  This is 
verified by email received from team@ttu.edu (see above).   

• Second, in an overnight process the Banner tables are updated with access requests entered into 
TeamApp. This occurs after close of business the day permission is granted in TeamApp. 

Expect to have the Human Resources Folder visible in Cognos the day after you receive the notification email 
regarding access to HR Reports.  

THE Question? 
Why is the Human Resources folder not visible in my Cognos? 

I received an email advising I was given access today. 



 

 

Planning Ahead for Property Inventory 

  As the calendar turns to 2017, we begin to think about the tasks that must be completed this year.  One of 
these is Property Inventory.  AFISM offers an online training module for this system, accessed via SumTotal.  
You can complete this offering at any time. 

    

As the time for completion of Property Inventory becomes closer, AFISM will post Instructor led classes in 
SumTotal as well.  Until then, if you want to review the Training Aids for this system, they are available on the 
AFISM Training Website, within the Finance Section.   

http://kainz.ttu.edu/afism/training/class/property-inventory-system-training-prinv/   

 

 
 

 

 

The FI070 – Blanket Order Summary Report helps you track 
activity on a Blanket Purchase Order. 

• View Creation Date and Original Blanket Order Amount 
• View Remaining Balance 
• View Payment Information by Date 

 



 

 

EASY STEPS for Entering Dates 
on the 

TTU Current and Future Labor Chg, TLABOR 
 

 
 
 
Here is a simple date guideline for the Labor Change ePAF:  The Query Date and the Effective Date should be the same!  
This is easy to accomplish, if two steps are followed: 

1. The start date of the new funding is entered in the Query Date field. 
2. The ePAF system will copy the Query Date to the Effective Date for the Labor Distribution so that the Query Date 

and the Effective Date are the same. 
 

Enter the new FOP(s) to total 100%, complete the routing, and submit the ePAF.   
 
The ePAF must be approved in Budget Office by the cutoff date of the pay period in which the new funding starts.  (The 
Pay Schedule on the Payroll website, a one page list of pay periods, displays the cutoff date in a column labelled Final 
ePAF / New Employee Packet to HR) 
 



 

 

 

NEED OUR SERVICES? 
AFISM is here and eager to support the growing data and technology needs of the University. Our services 
include training, report writing, data delivery, data presentation, web development, and much more. Should 
you have any questions of how AFISM might assist your department, please do not hesitate to reach out. 

Contact	Us:	

806-742-KNOW	

	afism.2know@<u.edu	
	

h#p://www.depts.#u.edu/afism/  
 


