COLLEGE OF AG ADMINISTRATIVE May 21, 2014
USER’S GROUP >:00am

E.S. Good Barn, Gorham Hall

Agenda Items

Guest Speakers

Monica Willett (Ag Communications) — Qualtrics — Monica presented a brief overview of Qualtrics, a survey
software for which UK has a contract. It is similar to Survey Monkey, only easier to use. Itis free to employees who
log in as a UK user with a UK ID. Attached is a Qualtrics quick reference handout. It includes several links for
logging in, signing up, training instructions, information, a research security statement and a support email and
number.

1. Sponsored Programs — Gina / Betty

a. Pro-Rated Effort on DOE’s — All DOE's for FY14 should be completed or nearly completed at this time.
Be sure to keep in mind the grant ending month when calculating the DOE percentages, as the grant
months are not always equal to the months in our fiscal year. For assistance with effort percentages, you
may refer to the calculation example on the Research web site or contact Betty Newsom, Kim Hall or Gina
Vessels.

b. Year-End Checklist for Grant Accounts

i. It's always a good idea to provide your faculty with a BW grant report in the last quarter of the
fiscal year so that they can see the grant spending status as compared with the overall grant
budget.

ii. Check Cost Share.

iii. Remember to prepare JV's to recover other departments’ portion of the cost share if there are co-
PI's involved with the grant.

iv. Review encumbrances and pending items.

v. Do correction JV's as soon as possible and pay careful attention to the Business Center year-end
submission deadlines so that we can get all JV's submitted to SPA on time for year end.

vi. Payroll on Grants

e Review labor distributions and correct any payroll issues as soon as possible. If the
payroll is prior to the lock-out date for retros, a BPE is necessary. Please note that it is
becoming more difficult to retro payroll that occurred prior to that cutoff date. Those
errors require special authorization to process and often require a JV be completed, not a
retro.

e Payroll errors need to be corrected by June 19 for monthly employees and June 30 for
biweekly employees. If you are correcting faculty payroll, DOE’s are due to the Ag
Business Center by the close of business on Monday, June 9.

2. Purchasing & A/P — Kim

a. Transitioning Duties — Procurement issues/questions are being transitioned to Kim. This includes pro
cards, vendors, PRD’s and SRM’s.

b. Vendor Transmittal Forms — These forms should be sent directly to Accounts Payable. They do not need
to be routed through the Business Center.

c. Accruals — See attached handout regarding end of year accrual procedures. Important things to remember
are highlighted on the handout. The accrual policy is the same as it was last year. Contact Kim with
questions.

d. Marking Documents — The most important time during the year-end closing to mark “Old Year” and “New
Year” documents is the last week of June and the first two weeks of July.

e. End of Year Pro Card Schedule
i. June 2 — for April transactions
ii. July 1—for May transactions
iii. July 9 — for June transactions
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f.

JV’s for Temporary Parking Permits — Remember to add a post-it note to the JV that the document needs
to go to Parking, not G/A. It would also be helpful to include a pre-addressed campus envelope to Parking
& Transportation with the JV.

3. Travel — Hannah

a.

Electronic Version Coming Soon — The on-line travel voucher system is still in the works. Hannah is on
the travel advisory committee, which is currently obtaining input from different areas on campus. The
Business Center will keep everyone posted about this as more information becomes available.

4. HR & Payroll — Le Anne / Susan

a.
b.

May Monthly Payroll Deadline — Because of the holiday, the monthly payroll final ran on May 22.

IES Update & Training — Formerly called OES, the on-line employment system is now called IES
(Integrated Employment System), and it will go live on June 18. Anyone in a hiring capacity must take the
mandatory training classes. An IES training handout is attached. There are regular emails being sent out
by the IES training team. All of these emails and other IES information is on the HR web site at the
following link: http://www.uky.edu/hr/employment/ies-resources. A Quick Reference Guide for the IES
system is currently being uploaded to the Business Center web site.

Student Wage Scale — A few categories of students have changed. The new information about this has
been uploaded to our web site. Those students who will be getting paid over $10.25 per hour will need an
on-line exception form completed and sent to us. We encourage you to submit the form directly from our
web site.

Cell Phone Allowance Forms — Allowances for FY15 are due to the Business Center by 5/23/14. Scanned
or faxed copies are acceptable. Logs or other documentation should be kept internally in the departments
for business usage of cell phones.

5. Budget & Finance — Susan / Hannah

a.

6. Other

FY14 Year-End Closing (Overview and Major Deadlines) — Hannah presented a brief overview of the
FY14 Year-End Closing procedures and schedule. The link to the entire Year-End Training Presentation
can be found at:_http://www.uky.edu/EVPFA/Controller/files/YearEndTraining.pptx. The link to the
Controller’s Year-End Schedule can be found at: http://www.uky.edu/EVPFA/Controller/files/yeclose.pdf.
However, please pay close attention to the College’s due dates. Attached handouts include the College Due
Date Schedule and Major Deadline Schedule. The Business Center will send out weekly reminders during
the next several weeks advising staff about upcoming deadlines. Please plan ahead in order to get all
documents in on time and to make sure that your department has adequate staff available in the event
problems/issues arise that we need your help with during year-end close.

FY15 Budget Update —
i. Budget should be balanced by May 22.
ii. There will be a 1.5% state budget cut that UK will absorb at the Provost and University levels.
iii. A two-year 8% increased tuition plan was approved (5% in FY15 and 3% in FY16).
iv. A 2% salary increase pool for faculty and staff was approved for FY15.
v. The anticipated date for salary letters to be distributed to employees is June 2.
vi. Fringe benefits will change; attached is a benefits rate schedule for FY15.

vii. There is no news (no recent activities to report) on the new budget model that will soon be
implemented. As soon as more information becomes available, it will be shared with everyone.

Outlook Email Signatures — The Business Center would like to request that all staff in the college set up
an Outlook signature block for all emails (sent messages, replies, forwards, etc.) which would include your
department, address, email, and phone number. This will help with efficient communication between the
departments and the Business Center. Instructions to set this up are attached. In addition to adding the
signature block to your Outlook emails, it is also very important to activate the Out-of-Office Auto Reply
feature in Outlook when you will be out of the office. This is helpful in the event of time sensitive
communication notices, such as payroll cut-off dates.

Business Center Contacts (Revised) — See attached handout. Some contacts have changed. Please
keep this document as a reference.

Meeting Schedule for FY15 — See attached handout.
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