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Interdepartmental Transfers
(IDTs)

Chris Stovall



What is an IDT?

• The Interdepartmental Transfer form (IDT) is 
used to purchase goods or services from 
another University Department.  The 
exception is Facilities and the MSU 
Bookstore.  

• It is not to be used to transfer funds between 
departments nor is to be used to purchase 
goods or services from off-campus vendors.



How do I complete an IDT?





The department receiving the good or services is 
responsible for initiating the IDT form.  The 
receiver must complete the following fields:

• Field 1 – Date the IDT form was prepared.
• Field 4 and 5  – The name of the initiating 

department and account number to be charged.



(Receiving Department cont’d)

• Field 9 – Description of the goods or services.
• Field 11 and 12 – Signature of account manager 

of the account being charged and date received.



The supplier must complete the following fields:

• Field 2 and 3 – Name and account number  of 
department to receive credit. 

• Field 6 – Transaction date.
• Field 7 – Invoice number (optional).
• Field 10 –Total price for each item.



Distribution of Completed IDT:

After required fields are completed, follow the 
distribution listed on the IDT:

White -- Department Charged (“purchaser”)
Canary  -- Department Credited (“seller”)

Pink and Gold  -- Business Office

Questions?
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New Things Coming



New Things Coming

Graduate Assistant 
Budget Pool

Chris Stovall



New Things Coming

Leave Reporting Update
(Exempt employees)

Kathy Rice
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New Things Coming

Employee EPAFs

Dawn Fisher



In order to streamline and simplify personnel 
action processing for employees, our current paper 
document, Personnel Transaction Form (PTF), will 
be replaced by an electronic version, Electronic 
Personnel Action Form (EPAF). This change will 
occur in phases beginning this Fall.



 Replaces the current high volume, paper intensive 
process

 Allows the capability to include attachments 

 Utilizes electronic routing and approvals 

 Automatically feeds data to HR/Payroll system



 Facilities Services – Vicky Hodges
 Information Technology – Shauna Kennedy
 Moffett Library – Dr. Clara Latham









Tip of the Month

GNU Image 
Manipulation Program

Jeanette Perry



 Introduction to GIMP
 GIMP is an acronym for GNU Image Manipulation Program. It 

is a freely distributed program for such tasks as photo 
retouching, image composition and image authoring.

 It has many capabilities. It can be used as a simple paint 
program, an expert quality photo retouching program, an online 
batch processing system, a mass production image renderer, an 
image format converter, etc.

 GIMP is expandable and extensible. It is designed to be 
augmented with plug-ins and extensions to do just about 
anything. The advanced scripting interface allows everything 
from the simplest task to the most complex image manipulation 
procedures to be easily scripted.



 Image retouching
Adding Text
 Editing
 Image collage
 Resizing
 Cropping
 Converting between different image formats
mage Mapping 





















Questions?
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Up for Discussion:

• Summer “Mini Sessions” –
Debbie Vaughn

• Creating Reports to Help You –
Chris Stovall
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Next meetings:

May 29, 2014 – 10:00 AM
 To Be Determined
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Open For 
Questions and Answers




