Business Manager Update

Hosted by Financial Services

October 11, 2012



Agenda

«  Welcome and Introduction

« Financial Management Guidelines

« Payment / Purchasing Request Process Enhancements
« Financial Services Training Curriculum

« Other Financial Services Updates

« Questions / Open Discussion
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Welcome and Introduction

Susan Brooks
Associate Vice Chancellor for Finance
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Financial Management Guidelines

Laura Williams
Compliance Manager
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Financial Management Guidelines

ﬂ ": Financial Services
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Contact Us

Search this site Q

Ahout Us .
General Accounting

Budget Office
The General Accounting depariment is a unit of the Contraller's Office charged with

Controller's Office preserving the integrity of the university's general ledoer. The General Accounting
team is respansihle for the recanciliation and transmission of accounting data
Accounts Payable hetween the university and the MNorth Caroling Office of the State Contraller on a
monthly basis. General Accounting is also charged with the reconciliation of bhank
eCommerce . .
accounts, subsidiary ledgers, halance sheet accounts and accounting for long term
General Accounting deht General Accounting staff serve a critical role in the vear end closing process, the
corversion to accrual basis accounting, and the preparation ofthe university's
Payrall financial staterments.

Purchasing Card Program
Email: GeneralAccounting@unce.edu

Reporting & Fixed Assets Fax:  704-687-2443

Student Accounts

ERAIL

Tax Office Sanders, Assistant Controller T04-687-5786  rpsanderg@unce.edy
Ron
Travel & Complex Payments
) ) o ) Kerson, Accounts Receivahle T04-687-2785 wikerson@unce.edy
Financial Data Administration Yardell Recaonciliation Accauntant
Iaterials Mananement Zuo. General Ledoer TO4-687-5788 fzuni@unce.edu

General Accounting
Resources

General Accounting Forms

zeneral Accounting FAG

Guidelines

Financial Manaoemant Guidelines
dodated Oct. 2012)

Jdournal Erntry Guidelines

Journal Entry Guidelines histrix

Account Codes

Expenze Account Codes

Expensze Account Code
Descriptions

Frarartly A<kad Cneatinne
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“ldea Box” for Financial Services

&
‘“ F,’ Financial Services

UNC CHARLOTTE Di of Business Affairs —
Search this site Q

About s

Idea Box!

Admin Forum

Submit your constructive ideas and suggestions for improvement harel
Idea Box

Name: *
Budget Office
Controller's Office

Email: *
Financial Data Administration
haterials Management

Department: *
Treasury Serices
FiCs

Job Title: *
Forms

We are committed to a culture ofimproverment and customer satisfaction. Please describe your suggestion in as much detail as
possible below. Additional infarmation and explanatory material, such as sample farms, data, and diagrams, can also be
attached and submitted at the end of this form. We will provide feedback regarding your suggestion within 2-4 weeks. Thankyou
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Payment / Purchasing Request
Process Enhancements

Kendra Cooks
University Controller

Randy Duncan
Director of Materials Management

Jane Johansen
Director of Treasury Services

UNC CHARLOTTE



Direct Pay Request Process - BEFORE

College/
Department - — — —— —— —— —— —— —Confirmation of payment sent to requestor—— — — —
submits DPR Form

|
l |
|
|

DPR Form
A 4 \-/VI/\ \ 4 A 4 A 4 \ 4 |
o . . Accounts Payable
Other Parties as Travel / Complex Tax Office reviews Treasury Services Budget Office Purchasing reviews rocesses and
needed (e.g-Grants Payments receives —» and aporoves > reviews and > reviews and > and a groves > P distributes
and Contracts) DPR form PP approves approves PP T
Payment sent
to Payee
] ] G EEEE :
* No standard routing — DPR could be submitted to any of the .

parties listed above

* No ability to central track the status of DPR once submitted



Direct Pay Request Process - AFTER

& -

(1)
College/
Department

submits DPR Form

T T

Confirmation of payment

sent to requestor

A4

DPR Form

(2)

Travel / Complex

Payments routes form to
appropriate parties for
review and approval

|
(4)
Accounts Payable
processes and
distributes
payment

Payment sent
to Payee

(3)
Other parties (if
necessary) review
and approve

« All DPRs will be submitted to
Travel / Complex Payments, who
will centrally manage workflow

« DPR only routed to parties who
need to provide input on
interpreting certain policies or
regulations
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Home  Decigsion Guides

Decision Guides »

Other Resources  Glossary

Purchasing Decision Guide

DRAFT - UNDER DEVELOPMENT

The guide below is designed to assist you with selecting the appropriate method for purchasing an item using 49er Mart, a Purchasing Card, or ather method. Sever

Feedback

on the appropriate link to leam more about terms for which you require additional clarification.

For guidance in selecting an appropriate method for requesting a payrent (e.g.-- reimbursement requests, direct pay requests, and other complex payments), pleas

Commaodity

College/
Department
confirrmns that
purchase is

allowable

Purchasing Decision Guide (Under Development)

Use 49er Mart

Can the purchass
be riadevia 49er
Mart onaP.0.7

es

U=z 49er Mart:

Service

Isthere a contract or
agreement in placetha:
has already been reviewed
and approved by
Purchasing?

Do you have a copy of a

—Mow| cortract or agreementfor —Mo

Purchasing to reviews

es

Erter the request into 49er

M art using the General
Services form and attach a
copy of the agr eerment

Yes

Send the contractor
agreemett to Purchasng
o review and once
Zpproved enter the
request into 49er Mart on
the General Servicesform

Obtain or gener ae a copy
of the contract or
agreetnent and send to
Purchasing to review. Once

approved, enter the
request inta 49er Mart on
the General Servicestorm

15 purchase for aty of the
following?

* Subscriptions mermberships

. Registrations

* Gifts (e g-flowers)

. Certain travel-related pre-
payrments (e .g.-airline
tickets)

Yes

Use 3 Purchasing
Card

UNC CHARLOTTE
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49er Mart Contracts

Contracts

Campus-Wide Shredding Service
Carpet Cleaning Service

Charter Bus Service-Vendor #2
Charter Bus Services
CompleteBook

Food Service Hood Cleaning
Glass Replacement & Repairs
GovConnection

Graphic Design Services

Marketing Services

Moving Services-Local

Copy Paper
Rental Vehicles

Public Relations Services

Records Storage

Recycled Student Mattress
Vending Services

Web Design & Interactive Media

Suppliers

Shred-It Charlotte

Tyner-Hudson Corp

Rose Chauffeured Transportation
Horizon Coach Lines

Complete Book & Media Supply Inc
Atlantic Fire & Safety Co Inc

Karsey Glass Inc

GovConnection Inc

Crown Communications

Tattoo Projects LLC

Vision Point Marketing

Bright Yellow Jacket Inc
Carolina PR

Little Red Bird LLC

Contrast Creative Inc
Professional Communications LLC
Dragonfly Film and Video
Contrast Creative Inc

Grey Hawk Films LLC
Armstrong Relocation-Charlotte
All American Relocation Inc

Southeastern Paper Group
Enterprise Rent-A-Car

Crown Communications
Carolina PR

Record Storage Systems
Mattress-Go-Round LLC
Canteen Vending Services

Vision Point Marketing
Crown Communications

Expiration Date

Dec 12,2014
Nov 07, 2012
May, 23 2013
May 04, 2013
May 24, 2013
May 05, 2015
Sept 30, 2013
May 17, 2013

July 25, 2014
July 25, 2014
July 25, 2014
July 25, 2014
July 25, 2014
July 25, 2014
July 25, 2014

July 25, 2014
July 25, 2014
July 25, 2014
July 25, 2014

July 27, 2014
July 27, 2014

Aug 1, 2015
Jan 31,2013

July 25, 2014
July 25, 2014

Oct 2, 2013
Aug 15, 2015
May 31, 2022

July 25, 2014
July 25, 2014

UNC CHARLOTTE



Payment Request Decision Guide (Under Development)

N4

UNC CHARLOTTE

Home | Decision Guides | Other Resources | Glossary  Feedback

Decigion Guides =

Payment Request Decision Guide

DRAFT - UNDER DEVELOPMENT

The guide below is designed to assist you with selecting the appropriate method for requesting a payment (e.g.-- reimbursement requests, direct pay requests, and ather complex payments). To use this
Step 10 First, look at the far left-side of the table and find the row that best matches the purpose of your payment.
Step 20 Mext, locate the column at the top of the table that describes who will receive the payment
Step 3 Mow, click on the box where your row and column intersect to determine your appropriate payment reguest method and next steps.
{Exarapiz. To request a non-travel reimbursement (row A) for a current UNCC employee (column 1), you would use a DPR.}

Several of the key terms used within this guide are defined on the Glossary page, so click on the appropriate link to learn more about terms for which you require additional clarification.

Faor guidance in selecting an appropriate method for purchasing an itern (e.g.-prepayments, using 49er Mart, Purchasing Card), please refer to the Purchasing Decision Guide.

Payment Request Decision Guide

Wha is being paid? » 1. 2. 3. 4. 4. 6.
Current UNCC Current Indeg lent Student Other Company or
Employee employee of | Contractor Individual | Organization
(non-student) | other state
agency
VWhat s the purpose of the payment? (nonstudent)
DPR DPR Mot Applicable OPR Depends DPR
A Mon-travel reimburserment
DFR DPR Mot Applicable DFR DFR Mot Applicable
B. Participant Stipend
Travel Form Travel Form Travel Form Depends Mot Applicable| Mot Applicable
C. Travel-related reimbursement
Payrall Payrall Mot Applicable DFR DFR Mot Applicable
D. Cash Prizes / Awards
Payrall Payrall Mot Applicable Depends Mot Applicable| Mot Applicable
E. Additional pay to employee
Payrall Payrall DFR DPR Depends DPR
F. Payments for Services and Honorarium
TRMN TRM bat Annlicahla Mananrds Kat Annlicahlal Blat Annlicahla

UNC CHARLOTTE



Financial Services Training Curriculum

Joanna Roop
Learning and Development Manager
Human Resources Department

UNC CHARLOTTE
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Financial Services Training

Owner/
Topic Developer Delivery method How often

Essentials of Departmental Financial Management NEW Compliance Classroom Fall/Spring
Budget: Understanding Your General Fund Budget Classroom Fall/Spring
State and University Revenues: The Mystery behind your Paycheck Budget Business Affairs website on-demand
Fixed Assets Reporting and Fixed Assets Classroom Fall/Spring
Materials Management & Accounts Payable 101 Materials Mgmt Classroom Fall/Spring
Request for Proposals (RFP) Process Materials Mgmt Classroom Fall/Spring
Travel and Complex Payments — Part 1 Travel / Complex Payments Classroom Fall/Spring
Travel and Complex Payments — Part 2 Travel / Complex Payments Classroom Fall/Spring
Banner Financial Senices Financial Data Admin Self-Study on-demand
49er Mart Training Financial Data Admin Self-Study on-demand
49er Mart User Forums Financial Data Admin Classroom Monthly
eCommerce - Initial PCI Training Compliance Classroom Monthly
eCommerce - Annual Merchant Training Compliance SANS web-based Annually in spring
P-Card Cardholder/Reconciler/Approver Training Purchasing Card Skillport on-demand
P-Card Auditor Training Purchasing Card Skillport on-demand
Banner Web Time Entry Users Training Financial Data Admin Self-Study Video on-demand
Banner Web Time Entry Approvers Training Financial Data Admin Self-Study Video on-demand
Admin Forum training sessions: Financial Senvices Classroom Monthly

Petty Cash/Change Fund Training

FUPLOADs

Expense Account Codes

Insitutional Trust Fund Use

Journal Vouchers

Receiving and Stores

g
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Other Financial Services Updates

Sherrie High
University Budget Director

Heather McLendon
Director of Financial Data Administration
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Questions / Open Discussion
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