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Guest Speakers 

Deposit Ticket Project – UK Treasury Services – Kevin Sisler 
Treasury Services is implementing a new procedure to streamline the transmittal (deposit) process. There will be 
new pre-printed deposit tickets unique to each area/unit. These will be 3-ply, as opposed to the current 4-ply tickets. 
Kevin will work with college business areas to coordinate location ID assignments. Departments will then order their 
own deposit ticket books (at no cost). After receipt of new deposit tickets, Treasury would like to collect the unused 
old deposit tickets. The Treasury Services Deposit Ticket Project handout is attached. 
Gifts Receiving - Ag Office of Advancement – Pamela Gray 
Pamela Gray, Senior Director of Philanthropy, emphasized the importance of the timely and accurate handling and 
processing of gifts. All gifts coming into the college must be coordinated through their office. If any department has 
questions about gifts, they are urged to contact the CAFE Office of Advancement. A handout is attached that outlines 
the current Endowment and Gifts procedures.  

 
1. Research & Grants 

a. eCRT Overview (Electronic Effort Certifications) – Chris showed a few slides to preview the changes that 
are forthcoming in the effort certification process. This will be done electronically (on-line) and will go live in 
the early months of 2017. This process will be a project payroll confirmation based on charges being 
reasonable (as opposed to effort) and should reduce the paperwork involved by a considerable amount. 
The plan is for this certification or review to be done quarterly. Data can be downloaded to pdf and Excel. 
Training will be provided and should begin in December 2016. 

b. G/L’s on Federal Capacity Grants (avoiding CAS charges) – The analysts have reviewed expenses 
considered CAS items on theFFY16 capacity grants through October. After working with the departments, 
most have either been reclassified to a new G/L or removed to state funds if deemed unallowable.  The link 
to the bud rule crosswalk, http://www.research.uky.edu/ospa/info/docs/crosswalk.xls was also shared to 
demonstrate which G/Ls are classified as CAS (i.e. unallowable) expenses on grants.  Federal capacity 
grants should be considered the same as a bud rule 4 (column A) for competitive grants when selecting a 
G/L code. Any expense that rolls up to a sponsored class ending in a “9” or has “CAS” in the title needs 
additional justification. Departments should avoid using G/Ls ‘miscellaneous’ or ‘other’ when posting 
expenses, including Special Activities (535024), as there is typically a more appropriate code to use based 
on the business purpose of the expense.  G/L code descriptions can be found on General Accounting’s 
webpage at http://www.uky.edu/EVPFA/Controller/files/Expense%20GL%20Accts.xls. Reminder - the G/Ls 
can be edited when entering PRD’s and SRM’s once the category code is selected. For example, OfficeMax 
purchases of binders or notebooks to be used for training default to office supplies (540334) but can be 
updated to workshop/conference (530191). Effective 10/1/16, general purpose capital equipment (including 
farm equipment) purchases > $5,000 on a federal capacity grant needs pre-approval from NIFA via the 
CAFE Business Center. The business center will share the form when it becomes available from NIFA. In 
the interim, continue to work with your business analyst when making capital purchases on federal capacity 
funds. 

c. Overtime on Grants – Overtime charges must be removed from all federal funds (bud rule 4 and capacity 
grants) on a timely basis (<=90 days) unless specifically approved and budgeted on the project. 
Competitive grants (304-/32- prefix) that are bud rule 5 & 9 should be reviewed based on the award 
agreement to determine if the overtime is allowable and/or appropriate for the project. The full 1 ½ x pay 
rate must be removed along with the associated benefits. Contact your business analyst for a template to 
use to assist with calculating and creating the JV document to remove the overtime expenses. Infotype 
0027 changes or % of effort allocations do not prevent overtime charges on grants as SAP will allocate the 
full payroll regardless of % charged based on the cost distribution. Try to limit retroactive postings on FCGs 
as much as possible, as the BW Labor Distribution reports do not account for JVs that are processed in 
SAP. The attached handout has more details. Contact your unit’s business analyst if you have any 
questions. 

d. Tuition Budgets on Grants – Beginning with the Fall 2016 semester, any tuition that is paid on a grant 
must have tuition in the grant budget; check PADR’s. If departments had tuition on grants for which there 
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was no budget, the expense was moved to the departmental overrun account. If there are tuition charges 
on your overrun account, contact Betty or Kim. 
 

2. Procurement & Travel 

a. TRIP (Tips, Info, Retrieving Documents) –April Lyons demonstrated how to review trip documentation 
and how to check the status of a travel report in the new TRIP system. Links to policies and training 
materials for TRIP can be found under the Employee Self Service tab – Travel Requests and Travel 
Expenses section on myUK. The status of the TRIP can be found by either using myUK workflow – Travel 
Document Workflow Tracking and searching by personnel number or the TRIP number or by t-code pr05 in 
SAP and searching by personnel number.  Documentation including the TRIP Expense Report and 
attachments can be found by using either t-code zecm_fidocs or pr05. These options were demonstrated 
and preferences were outlined for specific purposes of retrieving travel information. For multiple daily trips 
throughout a month, it was recommended the departments’ travelers use a mileage log to attach to the 
expense report for the details of the trips. A sample log or template might be a good idea so that everyone 
would have the same necessary information on the log. Several handouts are attached relating to TRIP and 
travel guidelines, including a QRC for TRIP Documentation in ECM. 

b. Equipment Inventory – Andrew Gehring reminded the group of the capital equipment inventory dates for 
this year (November 1 – December 16). The capital inventory threshold changed last year from $2K to $5K, 
so anything in that range should now be considered minor equipment. Departments are urged to inventory 
their minor equipment during this time. All lost equipment reports should be sent directly to Andrew. 
Remember that the proper form(s) must be submitted to officially remove items from your inventory. 

 

3. HR & Payroll 

a. FLSA Update – On December 1, 2016, many employees will be changed from monthly to bi-weekly payroll 
due to the salary threshold for exempt status being increased from $23,600 to $47,476.00. We expect 60-
75 employees in the college may be impacted. Any overtime hours should be pre-approved by the 
supervisor. HR has weekly training sessions for time entry and other related topics. The business center will 
enter all of the HR actions for the departments. Affected employees will be notified. Information will follow 
via email distribution, after HR decisions are finalized (hopefully next week). 

b. Change in Base Pay Workflow (Pilot Update) – CAFE and A&S are serving as the pilot colleges for this 
new on-line method of changing base pay. This is our chance to give feedback on how it is working. 
Departments are encouraged to use the reports that Le Anne distributed recently (SBWP and /SPIN/ER – 
Locked Payroll Report). 

c. Bonus Holiday Load Reminder – The holiday hours have been loaded by EAG. See attached handout for 
requesting these dates correctly. 

d. Performance Evaluation Release Date – The PE self-evaluations will be open on December 5, 2016. If 
you need to make adjustments to JAQ’s, please put in the comments/subject “For PE Purposes”. 
Departments should set a deadline for the self-evaluations to be completed in order to move the process 
forward on a timely basis. The college deadline for PE completion is February 24, 2017. 

e. ZPAR/Holiday Payroll Schedule – ZPAR’s are due December 21. All time should be approved and 
transferred on December 22. Bi-weekly final approval date is 12/26/16. December 30 is a double payroll 
day; all printed checks will be mailed to employees’ home addresses. 

f. W-2 On-Line Option / Address Update Reminder – All departments are encouraged to remind employees 
to review their taxes and to update addresses if necessary, so that all information is accurate in the system. 
They should also urge all employees to sign up to receive on-line W-2 forms (especially new hires), if they 
haven’t already. Those who have signed up in the past do not need to sign up each year. The new 1095 
form will be mailed from the Benefits Office by 1/30/17. Do not contact the Payroll Office about this form. 

 

4. Budget & Finance 

a. Commitment Funding – All of the Dean’s commitments (for those who have contacted April) will be 
completed soon. Departments, if they have not yet done so, should contact April immediately about any 
commitment made by the Dean, in order to confirm the budget transfers that are needed. State 
commitments will be processed first, then the federal ones will follow. 

 

5. Other 

a. New Staff – Trish Coakley was introduced as the new staff member in Dr. Lisa Collins’ office. Trish 
replaces Betsy Kephart, who retired recently. 

b. Sign-In Sheet and Relay Meeting Info to Other Departmental Staff 

 


















































