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Welcome

Marilyn Fowlé



Account Managers Group

Data Security

Jim Hall



Data Security

Security is only as strong 
as you are!



Data Security

What Users Need To Know

• Passwords
Network access
ERP access (Banner)
For you and you alone (policy 4.181)
Complexity
Frequency
Access (physical, logical, WiFi, files)



Data Security

What Users Need To Know

• Passwords (continued)
Threats

o Phishing
o Malware



Account Managers Group

MSU Licensing Program

Julie Gaynor
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Online Purchase Requisitions:
Banner Document Management

Joe Mrugalski



Banner Document Management

Training Objective: 

• To help you understand the most commonly made error 
when attaching back-up documents to your Banner 
purchase requisition.



BDM – Add Document



New Page, Import File & Append



Select & Open



Select “New” Icon



Purchase Requisition



Attach All Pages



View or Exit Indexed Document



Viewing Indexed Document



Tips for Completing Requisitions



BDM – Display Document



Review Back-up Docs



Things to Remember

•To obtain full functionality of BDM you need to use Internet Explorer 32.

•When using IE 32,  DO NOT give in to the temptation to upload Java updates.

•Close BDM when you are finished viewing or adding your documents.  Multiple  
opened sessions of BDM will cause error messages.

•PDF documents work the best.

•DO NOT give in to the temptation to upload Java updates.



Account Managers Group

EPAF & Leave Balance
Updates

Kathy Rice



Leave Balance

Current Month – September 2015



Non-Exempt Employees
(Report all hours worked and not worked)



Before Payroll Has Been Posted

 Balance Will Include:
 The Previous Month’s Balance (August)

 Balance Does Not Include:
o Hours Earned or Accrued for the Current Month (September)
o Used Hours for the Previous Month (August)

After Payroll Has Been Posted
Note:  You will know that Payroll has been posted once you receive your Direct Deposit e-mail confirmation.

 Balance Will Include:
Hours Earned or Accrued Hours for the Current Month (September)
Hours That Were Taken In Previous Month (August)

 Balance Will Not Include:
o Used Hours for Current Month (September)

Non Exempt Leave Balances



Exempt Employees
(Individuals who only enter leave time)



Before Payroll Has Been Posted

 Balance Will Include:
 The Previous Month’s Balance (August)
 Used Hours for the Previous Month  (August)

(Note: balance will be included only if the previous month’s leave has been approved)

 Balance Does Not Include:
o Hours Earned or Accrued for the Current Month (September)

After Payroll Has Been Posted
Note:  You will know that Payroll has been posted once you receive your Direct Deposit e-mail confirmation.

 Balance Will Include:
Hours Earned or Accrued Hours for the Current Month (September)

 Balance Will Not Include:
o Used Hours for Current Month (September)
(Note: balance will not be reflected until leave report for current month has been approved)

Exempt Leave Balances
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Compensation Study
Update

Dawn Fisher
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Updates

Valarie Maxwell



2015 Fiscal Year Status



2015 Fiscal Year Status



New in Fiscal Year 2016

• Deferred Pay
–Expensing salaries as they are 

earned, not necessarily when they 
are paid.

–Example: 9 month faculty chooses 
pay spread over 12 months.



Data Standards

What you type in Banner becomes a permanent part of 
that document. 

• Data Standards
– Type in upper and lower case, specifically the first character is   

capitalized and the rest are lower case
– Never use a period within any name field
– Never use a pound sign (#), the percent sign (%) or special 

characters in any data field
– Use slashes and hyphens only as needed for fractions or clarity
– Use only appropriate abbreviations 
– Double check your spelling
– Short, sweet and professional



• Future Initiatives
– Banner XE is coming
– Degree Works

Suggestions?
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Tip of the Month

Conditional Formatting –
Outlook

Debbie Vaughn



Color code messages by words in the message

Color code messages by Category

Color code messages when the message is larger than 1MB 
and contains specific words

Color code messages received today addressed directly to 
me coming from specific persons

Color code messages that have a receipt request and is 
considered confidential

Color code a meeting request where you have not yet 
responded to

Examples
http://www.howto‐outlook.com/howto/coloremailadvanced.htm
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Open For 
Questions and Answers
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Oct 14, 2015 – FREE Shred Day
Oct 29, 2015 - 10:00 AM – AMG Mtg
Nov 19, 2015 - 10:00 AM – AMG Mtg


