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Charting Our New Path
General Campus Training

University

of Dayton




Agenda

Review of FOAPAL & Available Tools

Purchasing & Ordering Impacts:

—  Pcard —  Work Orders
—  Travel Reimbursement — Invoices (Accounts Receivable)

— Campus Requisition

Hiring & Time Approval Impacts:
— Handshake

— ePAF / PAF s
— GAForm
— PageUp
e e i e e e
Senen st R e s el e S e
—  Crosswalk Application — Travel & Expense Form
— Runway — Reporting

— Deltek Timecard System
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Available Tools

Crosswalk Application

e Full FOAPAL Code Listing (also known a LOcated 2 8 s
the FOAPAL Values Print Version), and
UD FMT Validation tool should be used in
conjunction with this application
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Available Tools

Chart of Accounts
]ob Aids:

A 101 guide has been created
for each element of the
FOAPAL string.

Account Program

Organization Activity

* They, along with other
training resources, job aids,

and project communications F 0 A P A I.

are located at:
Fund

go.udayton.edu/coa coa@udayton.edu
go.udayton.edu/coa
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Purchasing & Ordering
Impacts:

* p

SXE Test Site N e

Runway

« You have completed the required information in this step. At this point, you can do the following:

Pcard Proceed to the next step: Final Review.

&4 Almost ready to go! The list below needs to be addressed before the request can be submitted.

Travel Accounting Indexes
Reimbursement (Enter Fund) will
v . Requisition PR Approvals PO Preview Comments Attachments History
C a m p u s Summary General Accounting Codes Supplier Info S&H
Requ151t10n A Accounting Codes

100 ‘w""" G

Catering Ordering
Work Orders

Invoices (AR)




Purchasing & Ordering
Impacts:

Angela Langenderfer Custom Field and Accounting Code Defaults

User Name  alangenderfer1 Header (int) | Header (ext) | Codes | Code Favorites |nternal Information | Cart

Sy
5 Add |
Pcard Users can save ; Accounting Codes
frequently used y Dept Office Supplies Edit | [ Delete
FOAPAL strings and e
Travel ‘!“!” to Jeer foles and Access F 100000 208100
Reimbursement auto-populate the s SRRl S crr
FOAFPAL within the N Pre ¢ My Dept, Gen Operating, Sc Edit | [ Delete
Campus Runwa 1sing e
Requisition

quisition | PR Approvals | PO Preview Comments | Attachments | History

Catering Ordering

Summans . Genaral | Arcauntine Cadac | Sunnlierinfa SRH
Accounting Codes

Select from vorites | Biology Dept Office Supplies

Work Orders

100000

InVO i ces (A R) © Required field © Required field © Required field © Required field © Required field © Required field
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Purchasing & Ordering

Impact:

Runway
Pcard

Travel
Reimbursement

Campus
Requisition

Catering Ordering
Work Orders

Invoices (AR)

Dedicated training is scheduled for the
weeks of July 15th and 22nd.
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Purchasing & Ordering

Impact:

Runway
Pcard

Travel
Reimbursement

Campus
Requisition

Catering Ordering
Work Orders

Invoices (AR)

FOAPAL string is
entered in upper
right corner of

form.

Three FOAPAL
strings may be

Travel Expense Report

aaaaa

,,,,,

A

FFICE OF PROCUREMENT AND PAYABLE SERVICES,

For A/P Use Only - FOAPAL Summary
Organization

entered with

PDCICCIILAEC -u‘u-l

Supen

Date

Adivity | Locat

Link to the Travel Expense Report

secee Qé) University of Dayton «--:--
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Purchasing & Ordering
Impact: of Dt

Campus Requisition Form

Transfer information
Buying Department Name Location for Delivery (Building & Room No.) Selling Department Name

Business Purpose of Transaction:

Runway

Activity

Pcard A R R BN

Travel
Reimbursement o
Campus I
Requisition

Account & Order _
. Authorized Signature (Buying Department):
C ate rl ng O rd e r‘l ng Numb er flelds | Seiling Department FOAPAL string (to be completed by selling department):

have been I fund [ Organization [  Account [  Program [  Activity [  location ]
I

Work Orders

FOAPAL string
O

Invoices (AR)
Link to the Campus Requisition Form

R\ : <
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Purchasing & Ol‘dering lrl()\\' do I place m

Impact:
Runway
Pcard
Travel
Reimbursement
Account number
Campus has been replaced
Requisition Wlt_h FOAPAL
string.
Catering Ordering
Phone & Email
Work Orders Oraders Aﬂ alsao

Invoices (AR)



Purchasing & Ordering

Impact:
Customer
JESSICA POPROCKI
Runway ADVANCEMENT SERVICES
300 COLLEGE PARK
UNIVERSITY OF DAYTON
Pcard DAYTON, OH 45469-7054
Bookings / Details
Travel
Reimbursement
Campus Customer
Requisition SUSAN
DINING SERVICES-POWERHOUSE
Catering Ordering FUNE IO 201
UNIVERSITY OF DAYTON
DAYTON, OH 45469-0404
Work Orders

Invoices (AR)

Invoice

Invoice Number: CAT561397

Invoice Date: 5/9/2019

Due Date: 6/8/2019

Event Name: NEW FACULTY ORIENTATION
~ — Reservatron-fo= — =127542

Billing Reference: ~ 91021-7360

Quantity

Invoice Number:

Invoice Date 5/15/2019
Due Date 6/14/2019
Resesvationdle-: — — 128028

1
1 Billing FOAPAL: XXX XXX -XXXXXX

: Credit FOAPAL




Purchasing & Ordering

Impact:
Facilities (‘ University Maintenance Portal
Management YIKT\ of Dayton New Academic Request
Runway (FM) work orders
Pcard
FM will populate
ACcount
Travel .
Reimbursement

PLEASE CHECK HERE IF YOU NEED TO SCHEDULE A TIME TO PERFORM THIS WORK

Campus Requisition

Catering Ordering
Please note, for general campus work orders (such as hallway maintenance) for which a

articular department will not be financially responsible, call FM at 9-3753 to submit a request

Work Orders

Invoices (AR)
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Purchasing & Ordering

Impact:

Runway
Pcard

Travel
Reimbursement

Campus Requisition
Catering Ordering
Work Orders

Invoices (AR)

Account fields have been

replaced with FOAPAL
string input fields,
allowing split deposit

options.

Contact the Office of the

NCroiier at

controller ton.

Invoice

Invoice #: - 6/15/2019

Bill to:

Quantity Description Unit Price

Payment Options:
1 For credit card payments: go.udayton.edu/invoice
2 Checks payable to University of Dayton to
University of Dayton
Office of Student Accounts
300 College Park
Dayton, OH 45463-1600

PLEASE INCLUDE INVOICE NUMBER ON ALL PAYMENTS
For questions, please call the Office of Student Accounts at 937-229-4141 or email at fss @udayton.edu.

Thank You For Your Business

OFFICE OF STUDENT ACCOUNTS USE ONLY

Organization Account Program Activity Location Subtotal




Hiring & Time Approval

Impact:

ePAF

PAF

GA Form
PageUp
Handshake

Kronos

New
Effective Date: MM/DD/YYYY 08162010

COA Fund Organization Account Program




Hiring & Time Approval

Impact:

ePAF

PAF

GA Form
PageUp
Handshake

Kronos

S R T e A {@: UniversityofDayton e A R S R SN AR

Index(es)
Account(s) fields
are replaced with
FOAPAL string.

See Job Ald |
detalls on

ILETIN S M Uit PIE

0 FACULTY UNIVERSITY OF DAYTON
PERSONNEL ACTION FORM
Human Resources: https: iwwv.udayton.eduhi/

: Mttty

a a a a a [=) a a o D

Lm TS
FOAPAL String®

0 GRADUATE ASSISTANT O
Gl

UNDERGRAD!
RAD §

TUDENT




Hiring & Time Approval
Impact:

IVE : )F DAYTON GRADUATE ASSISTANT (GA) CONTRACT
I: STUDENT INFORMATION
Last Name: First Name: Middle: Student ID:
Student Ema Student Degree Program: Degree Lvl:
Academic Year: Contract Type: [ mew [] RENEwWAL Apptmt:
ePAF

GA Dept Code/ 3 Phone Ext: GA +4 Zip:
II: POSITION INFORMATION

P AF Supervisor: Supervisor's Phone Ext:

Supervisor's +4 Zip:
Position No. (HR Use Only): GA's Time Card Approver (if applicable):
G A F 0 r [I] GA Work Location: Bldg.: Rm.: On or Off Campus position? [J on [J oFF

Stipulations/Instruction

P oS ltl on Info Assignment Summary:
PageUp dropdown has IIT: FUNDING INFORMATION

Dates of work for pay (mm, First Day: Last Day:
been updated to Pay Period Effective Dates (HR Use Only):
Period of tuition reimbursement cov 2 From:
H an d Sh ak e l"eﬂect Chal"t F. Total Tuition Remission Hours: Tuiti.on Cost per
TotlSalary ANOMI e e o o o o e o SSEzORIBIY.BY e

TUITION STIPEND
Fund Org. | Account | Program  Activity | Location % Org. | Account A Program | Activity Location %

Kronos

Information nas

pDECIl Upaated
, UNIVERSITY/LAB FEES
Fund Org. Account | Program| Activity | Location
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Hiring & Time Approval

Impact:
The FOAPAL
Sl string is now
utilized when a
PAF user creates a
new position
GA Form description.
PageUp Additional strings
Handshake split labor:
Kronos

FUAFAL String

111 OC 11I1pP Ul

FOAPAL for Advertising XXXXXK-XXKKXXK-XXXKKK-XKKXXKK-XXXKKXXK-XKXXKK



Hiring & Time Approval
Impact: Report a Hire

ePAF

Supervisor Name

PAF
Fund Number: *

GA Form
The Handshake website Organization Number.

PageUp is unchanged.

Account Number: *

Handshake

Hiring Managers who
utilize the Rq« ﬂ“j!!llgg

Kronos form will now enter a

FOAPAIL string in place

Program Number: *

Activity Number:

Location Number:




Hiring & Time Approval
Impact:

ePAF

NOt Impacted! I

PAF
GA Form

PageUp

Handshake

Kronos
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Hypercare

* coa@udayton.edu will become a TeamDynamix ticket

Tickets to be routed to the Controller’s Office to answer
questions directly or forward onto Budget Office, HR, Runway,
or unit Business Officers appropriately

Tickets created via phone calls and emails to the general IT help
desk, as well

* Open Labs, July 1st-3rd & July 8th-12th

Specified times for campus constituents to come and receive
in-person training/assistance

Located in 3-4 computer labs across campus

Operated by Change Task Force and BOLT

Schedule communicated via website, email & porches

88 rar A bE ke tarai {@: UniversityofDayton 808 80 s



On-Going Training

* Additional training for identified users, weeks of July 15th & 22nd

— Pcard

— Cognos

— Banner Self-Serve

* Repeat training, August 26th-30th (still to be confirmed)

— Intended for individuals who have been off-campus throughout
the summer months or have missed other training
opportunities

— Sessions will be a repeat of:

* FOAPAL Refresher
* General In-Person Training

S s e teve @ (@: UniversityofDayton o B eras



Questions?

For additional information, go to go.udayton.edu/coa
or email coa@udayton.edu
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