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Account Managers Group

Welcome

Dr. Marilyn Fowle’



Survey Results - Top Ten

Question Totals
Going Paperless. 219
What are the best screens to use to manage my budgetary accounts? 212
Banner Finance Training - review with question and answer session. 206
Travel guidelines review. 193
Completing PTF's correctly. 189
Budget Development - How does it get put together? Why stick to budget? 183
When do | use a direct pay voucher (DPV), P-card, or purchase requisition? 180
Encumbrances - When are funds encumbered? 179
Contract Policy - When is one required? How does the routing form work? 177

New Employee documentation. 173
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What is in the works?
Paperless Initiatives:
» Timesheets for Benefit Eligible Employees

 Digital Signatures
* PTFs

Millennium Product — FAST
e Reporting - Finance, Budget
* Purchase Requisitions



ccount Managers Group Web Page
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EXPLORE NSU FUMURE STUDENTS

Welcome Home

Qur students censistently say they feel at home at
MSU — on & campus that s not too large or too small
With an average class ratio of 17:1, students develop
close ties to ther professors who mentor them through
the chalenging years. Qur beautiful and safe campus
s located n the heart of the city of 100,000 pecple.
Add great student housing, and affordability, and it is
no wonder that students say, "It's My University. Make
It Yours™!

MS5U 5 here 1o help you with fmnancial aid,

e B e e el it

CURRENT STUDENTS

» Trio 1o Open Fall Music Series at Akin

b MSU's NSCS Chapter Honors Twe Faculty Members
P Wines Recenes Award for Oyskexa Traning

¢ Fim Hstory of Amerca’s Music Contnues at MSU

b Mars Rover Exploration Scentist 1o Speak at MU

PARENMNTS VISITORS ALLR

University News

Read More Articles

-]

Quick Links

Employment Dppor unities

Events Calendar

Martin Luther King Day - no classes
January 202074

M5U Jazz Rock Ensemble Concert
Movenber 15 2073

W Basketball vs West Texas AZM

Febrary 12 2014

Volleyball at HCAA |l South Gentral Re gionals
Tournament - Qoarte finals
Decenber &5 3013

Hurnan Resources

AL -

Anerica's Music: Latin Rhythms from Mambo to Hip
Hop



Employee Information
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arites & Welcome to the Business AFFairs and Finance Division ... | m= ~ Page -~ Safety » Tools
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ABOQUT US ACADEMICES ! SSIONS REGISTRAR STUDENT LIFE

CONTAGT US Business Affairs and Finance Division of MSU

Dabbie Vaughn
Assistant 1o the Wice President

debbie vaughn @mwsu.edu Mlssu:'n SIE[TEII"IEFII

Voice: (D40} 307-4117 The Mission of the Business Affars and Finance Division i to complement Midwestern State University’s mission as
the Liberal Arts University of the State by providing exemplary support services for instructional, research, and public
service to the entire campus community while maintaining a safe, secure and plkeasant envircnment for students,
faculty, staff and visitors. We are committed to nnowvation, change, and contnuous sefevaluation, with a
commiment to previde high guality customer service to ntemal and external constiuents n day-te-day fimancial and
business cperations.

Fax: (B40) 3B7-4302

RELATED LINKS
The Vice President for Business Affars and Fimance i Or. Marihn Fowle . Depariments reporting to our Division are:
* Busness Offce

« Fraud Reporting Crific £ B

Reguirements
« Investrment Policy
« Paymoll

« Window on State =

Giovernment

Excel Spreadsheets
« Budget Change Reguest

F¥13
« Heaf Reguest

« Investment Reports

POF Docurments
« Frve (3} Percent Biennial

Budget Reduction Plan

« FY12 MSU Budget

= F¥13 M5U Budget

« F¥13 M5U Budget Gycle
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Welcome to the Account Managers Group

Our Purpose:

] = Alow us to share information, answer gquestions, and get feedback about administrative topics.
* Provide a venue for departments to share information.

* Meet others and encourage networking across campus.

Our next meeting is October 31, 2013, 10:00 in Dillard 188

Agenda

Handouts: SEXTS

= Account Managers list

Tes=s Hom:

Copyright © 2013 Midwestern State University. | Siemap CDI)I_AC



2014 Winter Mini Term

e |Internet courses
e December 16, 2013 - January 10, 2014

e These will be considered Spring 2014 Classes

— Undergraduate:
v' Art Appreciation - Winter mini Internet Goldberg G
v Computer Concepts & Applications
v’ General Economics
v Composition Skills
v’ Descriptive Astronomy
v’ Appreciation of Theatre

— Graduate:
v’ Introduction to Educational Research
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Fund Accounting 101



Fund Accounting

b

Dr. Fowle’ keeps saying........

.......

“No, Chris, | said our financial statement
must rely on FUND accounting!”



11000

11110

2XXXX

SXXXX

AXXXX

OXXXX

E&G

HEAF

Designated

Auxiliary

Restricted

Agency

Fund Types and Uses

In most cases, used for wages and benefits only.
Allocated from the state for building construction,
permanent improvements, capital equipment, library
materials, etc.

Discussed on next slide.

From business activities - Housing, Bookstore, Police, etc.

From outside sources — gifts, grants, governments, etc.
Usually for a specific purpose.

Funds held by MSU for an outside organization.



Fund Types and Uses

Designated Funds — 2Xxxx

Sources: Local tuition, returned check charges, distance learning
fees, student service fees, athletic fees, etc.

Use Examples: Student Service Fees - Only for
student service activities or organizations.

Distance Learning Fees - Only for
distance learning costs.

It is important that the different sources of local funds are not mixed.



Budget Transfers

Why do we restrict certain types of fund transfers?

7 State of Texas statutory regulations on what funds can be
spent on.

7 Some fees were approved by Board of Regents and/or our
students for specific expenditure purpose.

7 Accountability to a donor or granting agency on how funds
can be spent. Provides easy audit trail and we can ensure
funds are used for specific purpose.

7 Expenditure and purchasing guidelines may be different
between fund types.



Budget Fund Transfers

Rule of Thumb (1): Instructional Enhancement Funds must stay within their own fund.

Example: Fund 23213 is Instructional Enhancement Fund (IEF) code for College of
Health Sciences and Human Services. There are many organizations under
that fund and you can move funds to different organizations.

23213 22518 12 Social Work IEF
23213 22520 12 Radiological Sciences IEF
23213 22524 12 Nursing IEF



Budget Fund Transfers

Rule of Thumb (2): Some funds are more “untouchable”.

Example: Fund 11000 is our Educational and General fund and 11110 is HEAF fund.
We do not transfer out of or into our state funds.

Example: The restricted funds (4xxxx) have been donated for a restricted purpose or
could be a grant. As a rule, we do not transfer these funds; however, there

are a few limited exceptions.

Example: Agency funds do not belong to MSU so we cannot transfer any university
funds into a 9xxxx fund.



Budget Fund Transfers

Rule of Thumb (3): If it doesn’t fit rule #1 or rule #2, and it isn’t revenue that has been
generated like a camp, activity or specific fee, like student service or distance learning
fees, stay within the same first fund number. Like 2XxXX to 2XXXX.

Example: Fund 23241 is our local tuition fund. There are many organizations under
that fund.
23241 22531 12 Social Work Dept. Operating
23241 22533 12 Radiologic Science Dept. Operating
23241 22536 12 Nursing Dept. Operating

However, there are many accounts outside 23241 that are funded from our local tuition
fund. For example, the college dean, president and vice president accounts, instructional
reserve accounts, facility services, and most office operation budgets. When in doubt,

please feel free to contact our office for guidance.

An acceptable transfer would be like a dean account, 22500 2500 to 23241 22533.



Budget Pool Transfers

Rule of Thumb (4): Transfers between budget pools below can occur. What are the
budget pools you can transfer between? Remember the request must first meet fund
transfer rules. One disclaimer, graduate assistant funds need to be used for graduate

assistants.

6300
6400
7000
7200
7400
7600

Student Wages

Non-student Wages

Travel Budget

Maintenance and Operations Budget

Utilities (includes monthly phone line cost and long distance)
Capital Outlay Budget
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How to reconcile an Account

o Excel
 FGIBAVL
e FRGODTA
e FGIBDST



Account Managers Group

Reconcile Budget

e Set up your Excel

— Get Beginning Balances from your original
budget amounts or FGIBAVL on Sept 1 -
before any adjustments.

— Get Commitments from FGIBAVL or
FGRODTA




n
Oracle Fusion Middleware Forms Services: Open = FGIBAVL
File Edit Options Block Item Record Query Tools Help

BB BEERE 4% DEK O B REIEI L HI@ 01X

"4'_EI Budget Availability Status FGIBANL 8.0, 1. (PR D el e e e T T T LT e Ty e LT L L r e T LT

Chart: WF Fund: 21000 [T Presidents Office

Fiscal Year: 14 [+ Organization: |1000 [+ Office of the President O Pending Documents
Index: [T Account: 6000 F Faculty Salaries Bud Pool
Commit Type: |E-u:uth | Program: 22 [T Institutional Support:

Control Keys ---> Fund: |21000 Organization: |1000 Account: |s000 Program:

Account Title Adjusted Budget YTD Activity Commitments Available Balance D?]iz:j,
\adrmin Salaries Budget Pool | 166,015.00 27,683.70 135,082.59 325141 |
6500 Fringe Benefits Budaet Poal | 2685300 3,690.64 | 25,615.00 245764 |
7000 Travel Budget Poal | 6,361.00 976,59 | 0.00 538441 |
7200 Maint And Oper Budget Foo | 20,435.00 1,653.46 | 1,582.50 17,199.04 [
7400 \Utilities Budget Pool | 700.00 43.92 | 0.00 656.08 [
| | | | [ =
| | | | | | C
| | | | | | =
| | | | | | =
| | | | | | C
| | | | | | =
| | | | | | =
| | | | | | C
| | | | | | =

Total: | 220,367.00 | 34,048.31 | 162,280,39 | 24,038.30
A o,

Account Code. Duplicate ltern to view Pending Documents.
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* Log your activity in Excel

—Every time you complete a DPV, Travel
Voucher, Budget Transfer, IDT, etc.

—Scan and link your documents.
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* Reconcile your Account

—FGRODTA

o “Clear” entries that are on your log and FGRODTA

 For items not in your Excel that are on FGRODTA
(Postage, Phone Charges, etc.),verify and/or investigate.
If ok, add to Excel.

—FGIBDST

» Use to verify charges or investigate any discrepancies.



FGRODTA

CORS: M Midwestern State Uniwversity

CR&: 1000 Office of the President

TERNS TEAN DOCUMENT DOCUMENT RCCOTNT/ BUDGET

DATE TYEE NUMBER EEF # DESCRIFTICN FOND CTIVITY
Presidents Office 21400

BEGINNING BALANCE: Postal Services 7291 0.00

09/30/2013 JE16 MSO0000&3 Postage SEPTEMBER 2013 7291

09/30/2013 JE1e MS0000&3 MATL. DELIVERY YELR 7291

09/30/2013 JE1e MSO0000&3 ADDRESS CHRNGES 7291

09/30/2013 JE1e MSO0000&3 BOSTAGE DUES SEPT 7291

09/30/2013 JE16 MS0000&3 CORPCRATE EXFRESS 7291

ENDING BALAMNCE: Postal Services 7291 0.00

BEGINNING BALLHCE: Feneral Supplies 7300 0.00

09/12/2013 INNI IO0O02E8734 Eshlock, Cindy Ann. 7300

09/26/2013 DHNI !'0006930 IOO0E8734 Ashlock, Cindy A. 7300

09/30/2013 JE1& EBEOOOOTS Boockatore DTS 9-2013 7300

09/30/2013 JE16 WHOOOOES Presidents Office0114038 7300

ENDING BALANCE: Feneral Supplies 7300 0.0a0

BEGINNING BALANCE: Fuels and Lubricants 7304 0.00

0a/18/2013 INNI I0089193 Bogers, Jesse W. 7304

ENDING BALANCE: Fuels and Lubricants 7304 0.00

BEGINNING BALANCE: Meal=s For Business Purposes 7317 0.0a0

08/30/2013 JE1& JO017097 DT312% 2013 Welcome Bk Dnr/ 7317

ENDING BALANCE: Meals For Business Purposes 7317 0.00

BEGINNING BALRNCE: Utilities Budget Pool 7400 0.00

09/01/,2013 BDO1 LOGOOOOS F¥ 2014 Original Budget 7400 700.00

ENDING BALRNCE: Utilities Budget Pool 7400 T00.00

TEANSACTICN
CIIVITY

271.03
400.00
1.10

.00

.00

.00

.00

.00

.00

.00

.00

.00

.00

ENCUMERLNCE CMT
TYF

g d 0494

[ e e e




Oracle Fusion Middleware Forms Services: Open = FGIBDST

[DfalalulgtW Elock Itemn REecord Query Tools Help

4 Budget Summary Information [FGIBSUM] E [ [’% [ IEL] [ @ [ c:, [ _;E;_ [ E.a [ @ [ 01X
Organization Encumbrances [FGIOEMC] (S e . N

Transaction Detail Information [FGITRMD]

Eormat Display Preferences
Chart: L Organization: (1000 F Office of the President

Fiscal Year: I?F Fund: 21000 F Presidents Office
Index: [+ Program: [+
[ Query Specific Account BRI F
¥ Include Revenue Accounts Account Type: d
Activity: [+
Commit Type: |Both Location: Ii[:

’5;‘_9 Jrgani

Account Type Title Adjusted Budget YTD Activity Commitments Available Balance
7111 e [out of State Public Trans | 0.00 | 915.40 | 0,00 | 915,40
7200 |E_ [Maint And Oper Budget Poo | 20,435.00 | 0.00 | 0.00 | 20,435.00
7204 e [1nsurance Premiums \ 0.00 | 513.00 | 0.00 | -513.00
7273 |E_ Printing and Reproduction | 0.00 | 42,00 | 0,00 | -42.00
7201 E |Postal Services \ 0.00 | 702.32 | 0.00 | -702.32
7300 E |General supplies \ 0.00 | 114.38 | 0.00 | 114,38
e [Fuels and Lubricants | 0.00 | 31.76 | 0.00 | -31.76
7317 £ |Meals For Business Purpos:| 0.00 | 250.00 | 0.00 | -250.,00
7400 E |utilities Budget Posl \ 700.00 | 0.00 | 0.00 | 700.00
7406 [ |Furniture and Equipment Re | 0.00 | 0.00 | 1,582.50 | -1,582.50
7504 |E_ Telephone Monthly Charges 0.00 | 43.92 | 0.00 | 43,02
7a0a L [Tr= Retirement Employer F | 0.00 | 4.78 | 0.00 | 476 -
Net Total: | -220,367.00 | -34,045.31 | 162,250.39 | -
A | .

Dup lterm for Detail, Count Guery for Orgn. Summary, Dup Rec for Encum. List |
Record: 19/24 | o | | <05C=




B Oracle Fusion Middleware Forms Services: Open = FGIBDST - FGITRND
File Edit Options Block Item Eecord Query Tools Help

B E BEAEBE %9 ZEHE I E BB G L@ 01X

m Detail Transaction Activity FGITRMD 8.4.0.3 (PROD Y vl e T T T T T T et
COA& Fiscal Year Index Fund Organization Account Program Activity Location Period Commit Type
& [ [~ [~ ] [~ [~ -
|ﬁ 14 | 21000 1000 7304 | | | | [Both |
Increase (-
Account Organization Program Activity Date Type Document Field Amount Decrease
7304 1000 |22 (07-0CT-2013  [DNMI 11053721 [Rogers, Jesse w,  [YTD o.00 |-
7304 11000 22 07-0CT-2013  [INMI 10089193 Rogers, Jesse w,  [YTD 376 [+

Al e |

A ST

Press Key Dup Item for document gquery forms; Count Query for encumbrance detail
Barard: 770 I I I I | zmore

S I (I o

31.76



="' +. . -
SAS; |§, banner v| +|[ ¢ "l | o
File Edit Yiew Favorites Tools Help
n . - = b
5. Fawvorites {€ http:){banner 15888 /PROD{gokoutp.P_ShowReqzpips. .. - B | p=h v Page - Safety ~ Tooks - (@~
LS
COAS: M Midwestern State University
CRG: 1000 Office of the President
TRANS TRAN DOCUMENT DOCUMENT ACCOUNT/ BUDGET TRANSACTION ENCUMBELNCE CMT
DATE TYEPE NIMEEER EEF # DESCRIFTION FUND CIIVITY CIIVITY CTIVITY IYFP
Presidents Office 21000
ENDING BALRNCE: Telephone Monthly Charges 7504 0.0a0 43.892 0.00
BEGINNING BALANCE: TIRS Betirement Employver Porticn 7909 0.00 0.00 0.00
ENDING BALARMCE: TES Eetirement Employer Porticn 74909 0.00 0.00 0.00
TOTAL ORGRMIZATICON: 1000 Office of the President
Labor Expense &0 182,871.00 15,638.05 149,691.18
Expense 70 27,496.00 2,252.51 1,582.50
]
220,367.00 — 17,890.56 — 151,273.68 =
29-0CT-2013 11:39:33 MM Midwestern State University BLGE 5
FISCLL YELE 14 Organization Detail Activity FGRODTA
From 01-SEP-2013 To 30-SEP-2013
* % % REPORT CONTROL INFORMATION * * *
PRRRMETER SEQUENCE NUMBER: 959131
FISCLL YERR: 14 Equa|S 51,20276
CHART OF ACCOUNIS: M
FROM ORGANIZATION: Not Cleared 208.30
TO ORGRANIZATION:
FROM FUND: 21000 Balance 50,994.46
TO FUOND: 21000
FROM ARCCOUNT:
TO RCCOUNT:
FROM DRTE: 01-SEP-2013 _3
IO DATE: 30-SEP-2013
INCLUDE ACCRUAL: N

s
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We will make this shell
avallable on the website.

Thank you, Ruth Ann!
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Software Tips of the Month

Internet
- =  |Internet Address Shortcut
« Compatibility View
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Internet address shortcut:

— No need to for www, http, or .com
— Control Enter .com

Simply type: enterprise  [control enter]



/- Enternrise Rent-A-Car - Rental Cars at | ow Rates - Windows Internet Explorern

1_ (& |E Fiktpe ) S enterprise,com/car_rental/home . do V| || X '5" Google
Fle  ESr o
5 Favorites |EEnterprise Rent-A-Car - Rental Cars at Low Rates | | M v B ) o= - Page - Safety - Tools -

& Language: About Us | Contact Us | Help
= nterprlse

GV ENS T Business Rentals | Rent a Truck | Buy a Car | Manage Your Fleet | Careers

Make a car rental reservation Bl Login to Enterprise Plus™
. = I Password:
Bl.l]f a Cﬂl’ Rent a car in:
Uzed Car Deals | s W us | | |
Join Our Business SELE LR SR A Login Forgot?
Rental Program |:| Return the car to a different location

Join Now | Create Pazsword | Learn More

Learn more

1 Pick Up Location

Long Term Rentals | : : :
I City, State, Zip Code, Airport or Port of Call. Introducing a whole new Plus. :

D SllEoll i e + Points redeemable for free rental days

) Pick Up Date & Time + Any car, any day with no blackout dates
+ And your points won't expine
WWATCH NOW | Oct “"“31 |%| MNoon v| Soma reanctions mey apply Learn More

2 Return Date & Time

Starting From
|NCI'u' v||1 |%|Ntmn v| WEEkend 9
[ ]
Rasarg

Vehicle Class ‘iew List

Special

| Show me everything v| W o laden o

Renter's Age| 25 and Up

Optional: Coupaon, Customer, or Corporate Mumber

| | Introducing Enterprise CarShare
C lLfo ;
Other Options ll:erg uu: ﬁ'ille gu.E" 4 ,_imq ""'?:L

==Modify an Existing Rezervation Learn More

=>Print our Receipt
=>Loyvalty Programs

3

(B




Compatibility View

EILEI I JLEALS ullll’:lﬂllr T ErIIIAMUYYS LD L L.I.IJI.UI:I

i ‘ 0
£l rmwsd,edu @ A - l
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ites | @ Midwestern State University - | mm v Page - Safety v Took - &

___..‘-.

77, MIDWESTERN

STATE UNMIVERSITY

AEDUTUS BCEOEMICE ~ A0 _—. ETRA&R - STUDENTLFE

Inviting all prospective students, parents, and
guests to experience college life the MSU way!

Tl
an
e

Quik Links:

Welcone Home

Our SMOEnT Consishenty say ey feel athome at Ermp b ymant O p s riuniting

MEU —on 2 campus thatis not oo lamge or oo saa
Wiith an awerage class ratio of 171 swucent cewelop

tlose fies o their professors who mentor hen hirough
the challenging vears. Qurbeautfl and 5afe campus
5 located in the heart of the city of 100 000 people



| /= Midwestern State University - Windows Internet Explorer

v (&] sl edu

Fil=  Edit Miew Fawvorites Tools  Help

5.7 Favarites (& Midwestern State University LS _ | =y v Page - Safety = Tool:
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EXPLORE MSU FUTURE STUDENTS CURRENT STUDENTS PARENTS VISITORS ALUMNI

S e ) University News
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' : ortat
Next meetings: by

v November 21, 2013 — 10:00 AM
v No December Meeting
v’ January 23, 2014 — 10:00 AM
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Open For
Questions and Answers

"}

'!l

f

\ﬁ



m MIDWESTERN

STATE UNIVERSIT

B




