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Goals for this session

* |dentify guiding principles for
managing Masters cash funds at
MSU Denver

» Explore the tools and permissions
needed to successfully track and
manage funds

« Explore ways to create processes
and fund management protocols




* Meet the presenters

I ntrOd UC'[IOFIS » Please update your display name to include your name
and program.
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Guiding Principles

* Budgeting and Accounting (what it means to us)
 Reminder Budgeting Open Lab
e Staffing Considerations
* Budgeting actions and accounting actions (one person or many?
Ildentify them)
e Skills Required
* Access Required (this individual or team must have access to the
big picture view of the Department)
* Remember we are managing a cash funded graduate program!
* Masters costs belong here
e Other costs can be funded — 8300
e Cash Funds Rollover
e Contingency is key!
* Success and Sustainability is found in the meticulous
understanding of your costs.

So let’s get started!
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Budgeting to Accounting — Big
Picture View

Budgetin
Open Lab

Budgeting
Open Lab

Accounting Op
Lab Part |

Accounting Open

Lab Part Il Ex
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Departmental Processes

« Standardizing/aligning the way you identify
which account code to use.
« See our Coding and Description Matrix

» Standardizing/aligning the way you identify
masters program costs from other costs
« Stop and think!

» Consider job descriptions and departmental
organization chart to make certain information
IS shared.
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Examples of internal processes

Coding/Description Matrix

CODE Description

MS

PD
SA
SP
MK
EV
ME
TC
SV
™
Example:

OSWSS marketing
event supplies
faculty travel to

conference using
PD

METROPOLITAN
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materials and supplies
profession development
(conferences, memberships, etc.)

Scholarly Activities

sponsorship expenses
marketing

events

marketing/recruiting events
technology (software/hardware)
field education site visits

travel for marketing and recruitment

OS_ME - (plus Description)

DP_PD JeR - (Description)

OF DENVER

Decision grid on UND/GRAD Funding

STOP AND THINK

-- Is this expense specifically in
support of recruiting and
retention of your Grad Students?

-- If not, is this an intentional
decision to support your
undergraduate program with
funds from your graduate revenue
(using an 8300 transfer)?

- - -
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Tools and Permissions

* Banner Forms
* Banner Finance Training and access

* https://www.msudenver.edu/controller/training/bannerfinance/

* Tracking expenses in Excel (trainings available)

* https://www.linkedin.com/learning/excel-tips-and-tricks/enter-data-or-formulas-in-
nonadjacent-cells-simultaneously?u=44171164

* Faculty Calculator
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FGRODTA — Organization Detalil Activity

Change printer to:
DATABASE

Click Save

Right click on
output and save
as TXT File

UPDATE:

*FY — Fiscal Year
*From org code__ to
org code_

*From fund code__
to fund code_

*From fund code____
to fund code

*From date___ to
date

Click RELATED
and choose
GJIREVO

Open TXT in
Excel

METROPOLITAN

‘?F‘ STATE UNIVERSITY"

OF DENVER

Save Parameter set

In Filename Field,
click 3 dots
(ellipsis) and
choose the file
with the extension
ending in .lis

Choose Delimited,
Tab/Space, Finish

© 2019 Metropolitan State University of Denver. All rights reserved.

Click submit

Click on YES to viewing in
TOOLS/SHOW browser (error
DOCUMENT msg)

Format and add
formulas

Reimagine (5



8300 transfer

Purpose — funding other FOAPS with masters
revenue.

https://www.msudenver.edu/controller/expensetra
nsferrequests/
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* It's not really scary. Let’s be friends with it. It's the tool that connects us to
HR, Payroll, Budget, and OGS so it’s really important.

Th e (Scary) *  What you'll need to complete it.

* An understanding of what faculty are teaching and to be aware of any
Faculty changes

* Reassigned time and what program the time contributes to.

CaICU Ia.tor » Grant reassigned time.

* Personnel details: CAT I, CAT II, position number, 900 number, FTE,
base salary, etc.

Let’s complete an example one together!

}%;\METROPOLITAN . : -
q- STATE UN IVE RS ITYW © 2019 Metropolitan State University of Denver. All rights reserved. Rel ma g I n e poss‘ b I e
OF DENVER






Here are some of the Banner Forms you might
use to manage your funds:

 FGIBDSR: Executive Summary

« FGIOENC: Organizational Encumbrance List
« FGIENCD: Encumbrance detall

 FGITBAL: General Ledger Trial Balance
 FGIGLAC: General Ledger Activity
 FGITRND: Transaction Detall Activity

* NBAJOBS: Personnel/Contract information
 NHIDIST: Payroll
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FGIBDSR — Executive Summary

X  @ellucian  Executive Summar ‘FGIBDS® 3.7 (PROD)
Chart: *| M
Index:

Include Revenue: |+
Accounts

Organization:

Program:
Account Type:

Location:

0
Query Specific: *
Account

Commit Type: |Both

IS (206571

Account:

Activity:

B AoD

Get Started: Complete the fields above and click Go. To search by name, press TAB from an ID field, enter your search criteria, and then press ENTER.

Adjusted Budget — what you’ve
allocated to these account codes

YTD Activity — expenses and deposits
that have been applied in Banner this
year so far

Commitments — encumbrances
(Purchase Orders and NPS agreements)
expected to be paid out this year

Available Balance — The budget column

minus the YTD Activity and the
Commitments
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X @ ellucian

Executive Summi v FGIBDSR 9. .7 (PROD)

Chart: M Fiscal Year: 21  Index Query ount:
Program: Account: Account Type: Activity: Location:
Account Type Tite
5140 R Tuition-M:
5141 R Tuition
5142 R Tuition
5143 R Tuition-M
5145 R Tuition- or
5146 R Tuition ummer.Non Residn
5147 R Tuition-Master's Fall: Non Resident
5105 R Tuition & Fee Bad Debt Contra
560 R Budget-Prior Year Rollforward
5801 R Non Operating Rev-Other
5055 R Interest Income
6100 1 Salaries-Budget Only
6115 L FiAFull-Time
6120 L FIA-Part-Time
6 1 FIA Temporary-Full-Time
1 FIA Summer-Full-Time
L FIA Summer-Category
L FIA Summer-Part-Time
1 ES-Full Time
L ES-Temporary
o (Doizp M [20 | Per Page

B RETRIEVE

Include Revenue Accounts: v Commit Type: Both

© 2019 Metropolitan State University of Denver. All rights reserved.

2% RELATED

Organization:

2§ T00LS

Go

Fund: 206571

4,485

89,71

1,647 781.67

18,100 0K

1,060,03¢

627 459 29
15,591.07
0.00

26,514 17

0.00
203,712.69
24

ADD @ RETRIEVE & RELATED

£ To0LY

Start Over

-347,100 60
2,266,194 00
-140,574.00

1,647,78167
-375.00
16,514.17
18,100.00

0.00 15,501.07
1,040,814.22
Record 9 of 60 || .
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FBIOENC - Organizational Encumbrance List
Click on the encumbrance number and then click Retrieve in the upper right
to see the documentation related to that encumbrance

X @ellucian

Chart: M Fiscal Year: 21

Nenanizational Encumbri

Index

Organization:

~ ORGANIZATIONAL ENCUMBRANCE LIST

PR210001
PR210001
PR210001
PR

PR210001
PR210001
PR210001

{f" STATE UNIVERSITY"

e List FGIOENC. @

(PROD)

tom Acet Prog Acty
0 1400
0 1100
0 1100
0 1500
o 1100
1 1100
1€ 1500
1 1400
1 1100
Wells Fargo Financial Leasing 1 1100
Auraria Highe on Center 1 1100
Auraria Higher ter 2 1100
Aurania Hig )
e opentext:| ApplicationXtender -P
Auraria Hig
Auraria Hig B-F-DOCS » New Search » Query Results )» V218084
Auaria Highor
e Document Page
20 v | Per Page
Page Rotate Zoom
™ 18%
B «[ 1 /6 OO =—e + =

RETRIEVE & RELA

] = ] ¥, Fitter

Locn

Amount

MGORES6 ~

+]

| Document 1 of 1 |

Q Text Search B EMAIL 2 EXPORT 5 PRINT
Annotation Format Actions

V
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FGIENCD - Detail Encumbrance Activity

Shows expenses applied to each encumbrance. Note the original encumbrance listed
as TYPE PORD (Purchase order) The individual charges are applied monthly against
the total (-326.62), type INEI (invoice)

X @ellucian  Detail Encumbrance Activity FGIENCD 9.3 4 (PROD) ADD B RETRIEVE

44 RELATED  £¥TOOLS

Encumbrance: V218084 Encumbrance Period: All

( sanowr )
¥ ENCUMBRANCE INFORMATION
Description  Wells Fargo Financial Leasing Date Established ~ 07/22/2020
Status O Balance 26129
Type P Vendor  WELFAR2  Wells Fargo Financial Leasing
¥ ENCUMBRANCE DETAIL Y, Filter
Item 1 COPIER RENTAL S# C86277 Orgn  SWKM
Sequence 1 Acct 65
Fiscal Year 27 Prog 1700
staws O Actv
Commit Indicator U Locn
Proj
coa M Encumbrance
Index Liquidation
Fund 206571 Balance
Record 1 of 1
¥ TRANSACTION ACTVITY
Transaction Date Type Document Code Action Transaction Amount Remaining Balance
07/22/2020 PORD V218084 3919.44 3,919.44
08/17/2020 INEI 21CB1713 -326.62 3,592.82
09/16/2020 INEI 21CC1647 -326.62 3,266.20
10/15/2020 INEI 21CD1520 -326.62 2,939.58
Record 10f5 || »
a | X
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FGITBAL — General Ledger Trial Balance
FGIGLAC — General Ledger Activity

X @ elluci General Ledger Trial Balance FGITBAI (PROD) B reREVE ECREREE  §f ToOLS

Q, search
Query General Ledger Activity Info
[FGIGLAC] 3

X  @ellucian  General Ledger Activity FGI! 9.3.7 (PRI

Chart: M Period:  Fiscal Year: 21 Index:  Fund: 206571 Account: 2150

¥ GENERAL LEDGERACTIVITY

Account Transaction Date Type Document Description Amount

01972021 PLB FO051581 KROGER GIFT DPT_MATSUP_COVID GROCE

2150 01132021 PLIB FO051524 VAWM IASSW-AI DPT_PD_JOB - IASSW MEM

2150 011132021 PLIE FO051524 OLLU MARKETP DP_PD_KRD - SWDE CONFE

2150 011132021 PLIB FO051524 OLLU MARKETP DP_PD_REC - SWDE CONFE

2150 01132021 PLIB FO051524 ONINE LEARNI DP_PD_REC - ONLINE LEA

2150 011132021 PLIE FO051924 NATURAL GROC DPT_MATSUP_COVID GROCE

2150 011132021 PLIB FO051924 OFFICE DEPOT DPT_MATSUP_OFFICE SUPP

2150 1132021 PLIB FO051524 BHN GIFTCARD DPT_MATSUP_COVID GROCE

2150 PLIE FO051924 AMAZON.COM 8 DPT_MATSUP_COVID GROCE

2150 PLIB FO051924 AMAZON.COM 2 05_MS_AMAZON GIFT CARD

2150 PLIB FO051901 FREDDY § 11-

2150 D1A07/2021 PLIE FO051860 AMAZON.COM T FLD_MS_GIFT CARDS PURC

2150 0110512021 PLIB FO051830 5Q ONLY ONE PD_GUV PROF DEV GUADAL

2150 PLIB FO051830 NASW GNLINE PD_DAMB PROF DEV EXPEN

2150 PLIE FO051830 KIZZY § BOOK PD_JAW PROF DEV FOR JA

M ETROPOLITAN 2150 PLIB FO051830 DI LLC DPT_IDI FOR STEVIE NOL
q_ STATE UN IVE RS FEEYS: © 2019 Metrop| 2150 PLIB F0051330 CSWE - APM PD_KAT PROF DEV MEMBER

2150 01052021 PLIB F0051330 CSWE - APM PD_KS ALUMNI CSIWE REGI
OF DENVER - = :
2150 010512021 PLIB F0051830 CSWE - APM PD_TAG PROF DEV CSWE T
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Developing
Sustainable Practices

Establish reconciliation schedule.

Establish necessary meetings with key
individuals — make sure money folks are
at the table when scheduling, reassigned
time and other resource discussions are
being had!

Keep developing your enrollment
management/budgeting timeline and
work on identifying your cycles.



Resources and
Next Steps

OGS - Chip Hagan
Budget Office — LaDonna Mabry

Accounts Payable — Aryn Robinson
Request a one-on-one consultation

What else would be helpful?
Workshops?



Q&A
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