2012 Financial Services Workshop
Breakout Session Description

Accounts Payable/Material Management session

The purpose of this session is to review the purchase to payment process.  The proper form to use for the type of reimbursement you are requesting, key points to remember when submitting your payment request and queries to use to verify if/when payment is made.  Representatives from Accounts Payable and Materials Management will be present.
Best Practices for Monthly Review
It is suggested by the University that every transaction of every fund be reviewed for accuracy.  This breakout session will provide helpful tips and introduce new reports that have been developed to help with this procedure.
ECU Foundation Q & A

The ECU Foundation session will be a question and answer session, so please bring your Foundation related questions.

HS/ECU Physician Overview

HS/ECUP services provided

HS/ECUP contact personnel

The ECUP portion of this presentation will cover the following topics:

What we (ECU Physicians) do

How our budgeting process differs from east campus

Types of ECU Physicians departments

Completion of budget templates

Approval process for ECU Physicians budget

Balancing Position Management with Banner Finance budgets

Questions and answers
Excel for Beginners and Advanced
Helpful Excel tips will be demonstrated using financial transactions.  Two sessions, one for beginners and one for advanced users.
Grant and Contracts Reassigned Time/HHS Salary Cap/Federal Allowable Costs

There will be a brief discussion and question/answer opportunity on the Grant and Contract Reassigned Time form and process.  OGC will provide information on calculating salaries and reporting effort based on the new HHS salary cap.  The allowable costs for grants and the A21 exception process will be discussed.  A new exception form will be distributed.

Institutional Trust Fund Overview
“I know what to do with my State funds but what about my special funds?  Can’t they be used for anything?”

The session on Institutional Trust Funds, frequently referred to as Special Funds, will help answer this and other questions.

This session will provide an overview of the various types of funds in the Institutional Trust Fund range along with some general spending guidelines based on fund type.  Banner screens, Cash Balance vs. budget, Personnel Actions, annual fees, the scholarship process, and IDTs will also be reviewed.  

“It’s ok that we are collecting money from students, right?”

The I.T.F. overview will also discuss the process for charging student fees for items such as internships; and charges for items such as liability insurance, caps and gowns, special sashes, travel related to courses, or for T-shirts.  Even if your department has been doing this for years we want to ensure that you are covered in the event of an audit.

Institutional Trust Fund /Special Fund Q&A
If you cannot make the overview session or would like to review specific questions or concerns we invite you to attend our afternoon Q&A.  Our open door will allow one-on-one time to review specific funds in a more personalized and casual environment.

Position Change Form (PCF) 
PCF is an ECU application developed to be used for all funding sources to process position changes. This form is used to update or correct all position information. This class will be an informational session that will review the types of PCFs, positions used, and the overall process of the PCF by ECU Physician Funds, Grants Funds, Institutional Trust Funds, and State Funds. A representative from each funding source will be present.

POSMAN
The POSMAN application is an ecuBIC query tool that displays summarized position budget data including available dollars and FTE, projected pay, payroll history,  payroll redistributions and temporary/future position FTE and dollar changes.  This presentation will provide an overview of the application and an understanding of the data that is available.  Participants will receive instructions on how to get access to POSMAN.  The target audience is staff that work with university departmental budgets, position budgets, EPAF’s and Position Change Forms.  Presenters:  Nancy Phelps
State Funds Overview
The University Budget Office monitors and helps users with ‘State Appropriated’ funds. This includes funds that begin with 111xxx and 112xxx.

During the Budget Office Presentation the below topics will be reviewed and discussed:

SSB Live Examples – B22, B44, Queries, and Perm Budget

SSB versus INB

Budget Roll Process

Budget Pool Account Codes

Budget Pooled Benefits

Grant / Contract Reassign Time Form

Position Change Form versus EPAFs

Fund 111103

Use of Lapsed Salary Funds
Travel Policies & Procedures
The purpose of this session is to review the main “trouble” areas for completion of your travel packets.  How to handle late travel requests, hotel bills, travel advances are among the areas that will be covered.  Several miscellaneous tips will be given that may be helpful when preparing your travel requests.  There will be a Q & A session at the end so bring your questions.
