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Purpose of Year-End

To ensure all financial and accounting
transactions are recorded in the appropriate fiscal
year and to properly prepare the federally required

financial reports as of September 30



Terms to Know

* Accrual - An accounting entry used to ensure transactions are recorded when expenditures are incurred, or
revenues are earned, regardless of when the cash payment is made or received (types of accruals include
accounts payable, accounts receivable, prepaid expenditure and deferred revenue).

« Accounts Payable (AP) - An accounting entry used when goods or services have been received on, or before,
Sept 30, but for which payment will not be made until Oct 1, or later.

* Accounts Receivable (AR) - An accounting entry used when goods or services have been provided on, or
before, Sept 30, but for which payment will not be received until Oct 1, or later.

* AFRS - Accounting & Financial Reporting Services; responsible for the University’s financial reporting and
coordination of the annual external audit.

» Budget Transfer (BT) - A transfer of recurring or non-recurring funds between two general fund cost objects
within a department or across departments

* CAS Expenses - Unallowable expenses per the sponsor guidelines which cannot be charged to the grant or the
state sponsored match cost object




Terms to Know

Cost accounting standards (CAS) - Standards to ensure uniformity and consistency in the measurement,
assignment and allocation of costs

Dean’s Commitment - Supplemental funding granted by the college for a specific purpose
Encumbrance - A financial commitment for goods or services ordered

Environmental Waste Fee - A charge assessed to cover the cost of waste disposal; generated automatically on
cost objects based on specific expenditure categories

Federal Capacity Grant (FCG) - NIFA (National Institute of Food and Agriculture) provides support for research
and extension activities at land-grant institutions through grants to the states based on statutory formulas
(Hatch, Smith Lever, etc)

Fiscal Period - An accounting period that normally begins on the first of the month and ends on the last day of
the month.

Fiscal Year (FY) - An accounting period that normally consists of 12 fiscal periods and any number of special
periods used to close the year. (Oct 1 thru Sept 30 for us)




Terms to Know

Journal Voucher (JV) - document used to transfer a revenue or expense transaction to a cost object and/or GL
other than where it posted originally

Non-recurring (NRCR) - one-time transfer of funds, can be multiple years with a specified end date

Payment Request Document (PRD) - e-procurement module used for items such as utility payments, guest
expenses, and honoraria

Plant Fund - a WBS element created to track capital projects for construction, renovation, major equipment
purchases and/or fabricated equipment

Procurement card (Procard) - credit cards issued to individual employees for the delegated authority to make
purchases on behalf of the university.

Reconciliation - The process of comparing two sets of records to ensure they agree and to identify
slash/resolve discrepancies.

Recurring (RCUR) - budget occurring on an annual basis, transfer processed one-time with the amount
becoming part of the ongoing appropriation




Terms to Know

* Research Financial Services (RFS) - used to be known as SPA. Serves as liaison between sponsors,
department personnel and Pls and provide accurate real- time invoicing, reporting, and financial guidance.

» Sponsored Program - Sponsored programs are those projects and/or activities which are originated and
conducted by members of the institution under similar scope of work grouped together by fund number in SAP

» Sponsored Project - Specific project or program funded by external entities; contractual obligations between
the grantor and the University for the performance of a specific activity through which the grantor, or sponsor,
is entitled to receive some consideration or benefits.

» Supplier Relationship Management (SRM) - SAP module to procure goods and services using a “Shopping
Cart” environment within myUK.

* Uniform Guidance - The Office of Management and Budget's (OMB) Uniform Administrative Requirements,
Cost Principles, and Audit Requirements for Federal Awards




Federal Year-end Close Calendar

 The CAFE Business Center provides a detailed calendar of the Year-
end Closing Schedule

* The deadlines need to be reviewed by the unit’s business officer

* Appropriate staffing needs to be in place in the unit/department to
comply with year-end processes and deadlines

* Business Center staff will also send email reminders of upcoming
deadlines each week during the process




Martin-Gatton College of Agriculture, Food & Environment
FFY25 Year-end Closing Schedule

MARTIN-GATTON COLLEGE OF AGRICULTURE, FOOD & ENVIRONMENT
FFY25 FEDERAL YEAR-END CLOSING SCHEDULE

(Unless otherwise stated, all deadlines are 4:30pm on the due date indicated)

AG Due Date . Type - Business Transaction - Dept. - Contact Information
Shopping carts/requisitions for purchases where the items will be delivered prior to
October 1. This will help to ensure that PO’s are created and goods received by CAFE Business .
's/PO’ 1 sts(@uky.
WIS Raq/s(PErs September 30th. It should also help to ensure that all accounting entries are posted to Center Business Anslysts cafe e edu
the “OLD YEAR".
All PRD's for “OLD YEAR” should be submitted and approved by the dept in SAP
workflow on “OLD YEAR” funds. Any submitted after this date are not guaranteed to CAFE Business
PRD’ i rsts@uky.
b b RS post to “OLD YEAR”. Any questions about PRD's should be addressed with your Center Busipess Soalysts cafeanalvsts@ edy
business analyst.
All pro card reports for expenses charging to federal capacity grants with transaction
i | i " I f editi line, F i
9/15/2025 Procacd Repons dates of_ 8/31. or prlor-must be completed via Concur. Regardless of editing dead_me CAFE Business Bidliks Riinkpts kit
completing this step will help to ensure that all charges are posted to the appropriate Center sean sl gt
year.
. " . . CAFE Business ) ﬁ
9/19/2025 BT's Non-recurring budget transfers requests must be submitted to your Business Analyst Business Analysts cafeanalysts@ukv.edu

Center




Key Fiscal Periods

PERIOD 3 (003/20XX) - September posting period in SAP will close the third business day after calendar
month end. This posting period is the final period for the federal fiscal year. This period is similar to Period
12 in the state fiscal year.

PERIOD 4 (004/20XX) - October posting period in SAP will close the third business day following calendar
month end. This posting period is primarily for posting corrections to transactions that posted to federal
capacity grants incorrectly July through September. Anything from the prior state fiscal year will be
considered an exception by AFRS and will require a BPE be completed. No further postings to federal
capacity grants will be allowed by the units after 10/31. Any exceptions must be reviewed with your unit
Business Analyst. This period is similar to Period 13 in the state fiscal year.

PERIOD 5 (005/20XX) - November posting period in SAP will close the third business day following calendar
month end. This posting period is solely used by the College Business Center to make any final corrections
required to ensure compliance with federal guidelines. Departments must not make any corrections to the
prior federal fiscal year via JV or (CDEM) payroll distribution changes. This period is similar to Period 14 in




FCG Cost Object Structure (235%*)

Cost objects (WBS elements) that start with 235*
— Each FCG (235%*) is connected to a Fund (025*XX)

— The last two digits of the fund identifies the fiscal year

— FEDERAL FISCAL YEAR 24-25 = 025*25 - Federal capacity grant posting
period for expenses incurred between October 1, 2024 thru September 30,
2025 (004/2025 - 003/2026)

FCG’s are sponsored programs funded by NIFA
FCG’s are treated the same as sponsored project grants (OSPA Grants)
Availability controls (AVC) in SAP are not turned on for FCG’s




FCG Cost Object Structure (235%)

* Funds are established by each major NIFA funded

program (see screenshot to right) Sponsored Program  Fund

Hatch 0251101625

— 4 Research Programs (Hatch, Multistate, Mcintire-Stennis, Multistate 0251102625
and Animal Health) Animal Health '0251103625

— 3 Extension Programs (Smith Lever, EFNEP, and RREA) Mclntire-Stennis :0251104625

. . . Smith-Lever 0251106625

* Each program is further detailed by federal fiscal year —r— 70251110625
- last two digits of the fund number RREA "0251117625

* When posting transactions to FCG’s, the fund will be
derived based on transaction and/or posting dates.

e (Care must be given to ensure the correct fund is




FCG Cost Object Structure (235%*)

e Parent accounts vs project accounts- Parent accounts hold the
budget for each program and the individual project accounts for
Hatch, Multistate, Mclntire-Stennis and Animal Health should hold
the expenses for these projects.

* No expenses should post to the parent accounts for
Hatch, Multistate, MclIntire-Stennis or Animal Health. We are
running a monthly report to identify any expenses posted to the
parent accounts and notifying departments.

 We don't setup project accounts for Smith-Lever, EFNEP or
Renewable Resources. The budget and expenses should post to the




Questions




Account Balance Review

Federal Capacity Grant Balance Review

* FCG Expense WBS Elements (235XXXXXXX)
— Post expenses using 5XXXXX G/L accounts
— Post recharges using 6XXXXX G/L accounts
— Post transfers using 7XXXXX G/L accounts

* FCG cost objects are reviewed excluding benefits as benefits are swept at the end of every month; with the
exception of EFNEP.

* FCGs are reviewed by PROGRAM within each unit/department regardless of individual account
balances, i.e. Hatch, Smith-Lever, etc

* Deficits on dept program balances cannot be covered by surplus balances on another program

» Deficits on dept program balances will be reviewed by the Dean and Associate Dean on a case-by-
case basis and may be recovered in the following year




Account Balance Review

Reports available for FCG Balance Reviews

 Tableau Report for FCG
— M-G CAFE Budget vs Actual Excluding Benefits

(detailed report) AGDueDate .|  Type 1 Business Transaction
— M-G CAFE FCG Excluding Benefits (roll-up report)
— Use fund numbers ending in ‘25 No ater Th Departments MUST reconcile Federal Capacity Cost Objects by 10/10/25. Any

0 Leter T Reconciliations |corrections as a result of reconciliations must be submitted by 10/17/2025 (Please see
« SAP Reports s V' Line beow.

— S_PLN_16000269 - Grants Management: Line Item

Display
— S_ALN_01000003 - Budget vs. Commitment/Actual

Line ltems

* Contact your Business Analyst with reporting




Account Balance Review

State Matching Account Balance Review

« State Sponsored Matching Expense cost/funds centers (10125XXXXX)
— Post expenses using 5XXXXX G/L accounts
— Post recharges using 6XXXXX G/L accounts
— Post transfers using 7XXXXX G/L accounts

e State cost/funds centers are reviewed excluding benefits

« All state balances are reviewed in total for each unit/department regardless of individual account
balances or functional area

Review project level state match cost centers by program for appropriate expenses

* If the federal project has ended (e.g. Hatch Project), there should be no expenditures on the
related state matching cost center




Account Balance Review

Reports available for State Matching Balance Reviews
 Tableau Reports

— M-G CAFE BvA All Cost Centers - Excluding Bene'’s AG Due Date | YRE N ¥ Business Transaction
° SAP Re po rtS No Later Th Departments MUST reconcile Federal Capacity Cost Objects and State Matching Cost
;01107;02? Reconciliations [Centers by 10/10/25. Any corrections as a result of reconciliations must be submitted
— KSB1 - Cost Centers: Actual Line Items by 10/17/2025 (Please see JV's Line below.

— GR55 - Available Budget Report

e Contact your Business Analyst with any reporting
questions!




Account Balance Review

HR Clearing Account Balance Review

HR Clearing Cost Centers are temporary accounts containing expenses that are to be transferred to
other accounts. The primary purpose of these cost centers is to house budget for positions
supported by non-recurring funds (i.e. grants, gifts, etc.).

* Infotype 0027 in SAP should be changed via CDEM entry retroactively to move salaries and benefits from the

HR Clearing Cost Centers to the proper fund source. Any other expenses may be moved by processing a
Journal Voucher. However, please keep in mind the earliest payroll retro and federal fiscal year-end dates

when moving expenses to the appropriate cost object.

* Also, please be mindful of the federal fiscal year when moving charges. Verify that the appropriate fund is
used for all cost distributions/CDEM updates when making entries on federal capacity grants/WBS elements
(235- prefix).




Account Balance Review

Reports available for HR Clearing Balance Reviews

* Tableau Reports

— M-G CAFE HR Clearing including benefits

* SAP Reports
— KSB1 - Cost Centers: Actual Line Iltems
— GR55 - Available Budget Report
* Contact your Business Analyst with any reporting
questions!

AG Due Date .i Type v Business Transaction
No Later Th Departments MUST reconcile Federal Capacity Cost Objects and State Matching Cost
o Later Than
Reconciliations  Centers by 10/10/25. Any corrections as a result of reconciliations must be submitted
10/10/2025

by 10/17/2025 (Please see JV's Line below.




CAS Expense Review

* Federal Capacity Grants

The Budrule Crosswalk should be used to determine 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 for competitive grants when selecting a G/L code. Any expense that rolls up to a sponsored class

ending in a2 “9” or has “CAS” in the title needs additional justification.

— 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. *Reminder - the G/Ls can be edited when entering PRD’s and SRM’s once the

category code is selected.

Example: Office Depot purchase of binders or notebooks to be used for training default to office

A A. / A Ao ~ .'




Sponsored vs Non-Sponsored Activity on

State Accounts
e Sponsored (10125XXXXX)

— Cost centers used for research and extension activities expenses that are related to the scope of work
being conducted on our federal capacity grants
— State funds serve as the required 1:1 match for many of our FCG programs

— To be used as match, the expense must meet the same allowability standards under Uniform Guidance
as if they were being direct charged to the federal capacity grant.

* Non-Sponsored (101215XXXX)

— Cost centers used for general, indirect departmental expenses not allowed on sponsored funds per
Uniform Guidance, often referred to as “CAS ltems”, such as administrative/clerical salaries, meals and
refreshments, office supplies, student activity costs, tuition (FCG), etc..

https://cafebusinesscenter.ca.uky.edu/sites/cafebusinesscenter.ca.uky.edu/files/c




Questions




Labor Distribution Review

* Departments are reminded to reconcile payroll charges
monthly —Use the Labor Distribution tab- M-G CAFE BvA All
Cost Centers - Excluding Bene’s

— Ensure appropriate individuals are charging cost objects (FCG &
Fund) at correct amount

— Ensure corrections via CDEM are created in a timely manner to
avoid a Z4 JV for correction




Labor Distribution Review

* Labor Distribution reports should be run to review payroll
based on funding source
— Reports can be run by department or based by individual FCG
— Reports can be run for a particular payroll end date or set a range

— Report will show detailed payroll information including the
information below:
* Cost Object
 Employee Name



Labor Distribution Review

* GL / Wage Type

e Org Unit

 Number of hours worked
* Amount

— Can add additional information to report
* “For Period”-The time period in which the payroll was incurred or worked
* “In Period”- The date in which the payroll posted

* Payroll retros, you will have an “In period” that may include multiple “For
periods” depending on how far back the change goes.




Labor Distribution Review

e Payroll Corrections
— Payroll corrections need to be processed timely

— If correction required is for a payroll period that is prior to the
Earliest Retro Date, a Z4 JV will need to be processed; otherwise
current corrections are processed within CDEM.

* Bi-weekly Earliest Retro Date currently - 06/15/2025
 Monthly Earliest Retro Date currently - 07/01/2025
e Payroll Schedule July 2025 - December 2025




Cost Distribution Review

« /ZCOSOBJ T-code in SAP that can be used to check employee
cost distributions

— No old year -FFY25 (10/1/24 to 9/30/25) cost distributions
should be on new year fund (025*26)

— No new year -FFY26 (10/1/25 to 09/30/26) cost distributions
should be on old year fund (025*25)

* ITOO27 Cost Distribution Report — Tableau Report to review
employee cost distributions on all fund sources




CDEM

 The new federal fiscal year fund (025*26) has been added to the Commitment
area in CDEM with the same percentages used for FY25

* You can now start updating your cost distributions with the new federal capacity
fund (025*26) effective 10/1/2025

* [t’'s important to review the validation messages prior to approving the CDEM
plan even if CDEM does not indicate an error — there could be a message that
needs to be reviewed.

* Questions regarding CDEM can be directed to Maggie Maynard and/or your
respective Business Analyst

» All biweekly cost distributions must be completed and activated in SAP ASAP but
before 10/01/2025 to avoid errors.

-~ (Costdistribution deadlines MUST be adhered too to avoid issues.



Bi-Weekly Payroll Review

* Bi-weekly Payroll Period #21 normally includes dates before and after

September 30th

* To split the payroll for BW21 appropriately across the two fiscal years,
separate CDEM Cost Distribution effective periods will be required (see

below).
— One effective period for 09/21 - 09/30 on old year fund ending in “25”

— One effective period for 10/01 - 10/04 on new year fund ending in “26”

Effective Period View Validation Messages AVC Check Workfle

Eff. Periods (4)

Val Stat Effective Periods
10-01-2025 10-04-2025

09-21-2025 09-30-2025

08-10-2025 09-20-2025




Bi-Weekly Payroll Review - CDEM Entries

Effective Period: 09-22-2024 - 09-30-2024 (3) Total Prorated: 100.00% [ # Update Distribution | | 4
Val . Statistical Int . - CO Open for Fund Entered Prorated Salary Pror. . . Days Charged /
Stat Cost Object  Fund Oy Cost Object Description Posting Type B, Pare. P Valid From  Valid To Period

w 1012534570 0011260200 KY008091-GENOMICS-BA... @  Yes INTERN 3450 34.50 $396.61 | 07-01-2020 12-31-9999 9/9

(1] 1013177950 0011693200 START-UP JULIAN DUPI... @ Yes INTERN 31.00 31.00 $356.38 | 07-01-2018 12-31-9999 9/9

w 2353457000 0251101624 KY008091-GENOMICS-BA... @  Yes EXTERN 34.50 34.50 $396.61 | 10-29-2020 09-30-2025 9/9
Total: 100.00 100.00 $1,149.60

Effective Period: 10-01-2024 - 10-05-2024 (3) Total Prorated: 100.00% # Update Distribution
Val ; Statistical Int : ety CO Open for Fund Entered Prorated Salary Pror. : ; Days Charge|
o Cost Object  Fund Order Cost Object Description Posting Type Perc. Perc. Perc. Valid From  Valid To Period

w 1012534570 0011260200 KY008091-GENOMICS-BA... @  Yes INTERN 34.50 34.50 $223.09 | 07-01-2020 12-31-9999 5/5

W 1013177950 0011693200 START-UP JULIAN DUPI... ® Yes INTERN 31.00 31.00 $200.46 | 07-01-2018 12-31-9999 5/5

W 2353457000 0251101625 KY008091-GENOMICS-BA... @  Yes AG_EXT 34.50 34.50 $223.09 | 10-29-2020 09-30-2025 5/5
Total: 100.00 100.00 $646.64

Effective Period View ~ Validation Messages ~ AVC Check ~ Workflow History ~ Cost Object View  Matrx View

Message Area EP Begin Message Type Message Code Message Message Data

Plan Warning 30057 BW Fed FYR split period: land grant is missing from October distribution Pay period 2023 BW21 (ending 10-07-2023) : 2355506000

Plan Warning 32058 BW Fed FYR split period: cost center is missing from September distribution Pay period 2023 BW21 (ending 10-07-2023) : 1012151500




Federal Leave Entry

* All employees paid from a federal capacity grants need to
ensure all leave is entered and approved prior the
September monthly payroll deadline - 9/15/2025. This
includes all leave entries from 7/1/2025 to 9/30/2025.

* Late entries for leave for the periods 7/1/2025-9/30/2025
entered after 9/15/2025 (Monthly) or 10/06/2025 (Bi-
Weekly) will cause late postings on the grant which create
significant issues with closing out the federal fiscal year.

* Please send a reminder to your FCG employees regarding

- timelyleaveentry.




Z4 - Payroll Correction Journal Vouchers

* The Z4 Payroll Adjustment document allows for greater accuracy of payroll information in SAP and
for payroll confirmations.
* When using the Z4 document type, please note:
— Each employee must be entered separately on the JV
— Each pay period to be corrected must be entered separately on the JV

— If correcting Overtime or Premium/bonus, complete the templates based on the information on the labor
distribution as usual and include the template as documentation for the transaction

— Formatting in the text and assignment fields are critical

— Ensure the appropriate fund is populating prior to submitting for approval. Z4s created after 9/30/25
moving old year expenses will need to have the '25 fund manually entered

* Specific guidance regarding Z4 documents can be found at the link below:
— How to process 74 JV’s




Questions




Open Transactions Review

* To prepare for federal fiscal year-end close, all unposted transactions
must be processed

* Open transactions cannot roll forward into the new fiscal year

* This means:
— Un-posted journal vouchers need to be deleted by the department

— Missing goods confirmations/invoices result in suppliers not receiving payment and the
expense not posting to the correct federal fiscal year

— Open balance purchase orders need to be updated with the correct fund (025*26) as it will
not roll to the next year like it does with state fiscal year end

— Pending Concur expense reports will need to be submitted and approved by the appropriate




Open Transactions Review

* All transactions need to have departmental and college approval
completed

* For each type of transaction that is open, please determine why the

transaction is pending and then either:
— Delete it, if no longer needed; or

— Resolve the issue and process it for departmental and college approval
— Contact your business analyst with questions or concerns




Encumbrances Review

e SRM/Purchase Orders e Journal Vouchers
— ME2K - Purchase Order by — FV50 - Park G/L Account ltems
Account Assignment — FBV3 - Display Park Document
— ME23N - Display Purchase Order — myUK - Enterprise Services -
— Shopper POWL Dashboard Workflow tracking

— Tableau - M-G CAFE BVA All Cost
Centers - Excluding Bene's

— S_ALN_01000003 - FCG
— GR55 - State




SRM

e Shopping carts created within FFY25 (prior to 9/30/25) will default to
the 025*25 fund

» |f the shopping cart will not be received until after 9/30/25, then the

current shopping cart will need to be updated to the correct fund
number (025*26)

* The year-end deadline to create a new shopping cart for goods to be
received no later than September 30th is 9/15/2025. This will help

ensure the expenditure is charged to the appropriate federal fiscal
ear




SRM - Goods Receipts

* Goods receipts shouldn’t be entered for items not received prior to
9/30/25

e [fanitem is returned for an FFY25 expense, the goods receipt
cancellation must be entered ASAP.

* j.e., you purchased an item on 9/15/25 and received the item on

9/28/25 but you need to return it, a goods receipt cancellation must
be completed for FFY2b.




Payment Request Document (PRD)

* Please ensure all expenditures are documented with payment vouchers
and/or receipts/invoices

* All FFY25 expenses must be processed for payment by 09/15/2025
(invoices, bills, reimbursements, etc.)

* Accruals may be done, as necessary, to record expenditures in the
appropriate federal fiscal year




Questions




Journal Voucher Review

To transfer a revenue or expense transaction to a cost object and/or GL other
than where it posted originally, a Journal Voucher will need to be created

JV Workflow approvals are sent to approvers in the order in which they are
entered in the workflow

All JVs are to be routed to your CAFE Business Analyst by the due date in the
schedule

JVs submitted for approval after the due date will be reviewed on a case-by-case
basis and may not be processed

Once approved by the CAFE Business Analyst, the JV will be automatically routed
to AFRS for final review and posting




Journal Voucher Review

* Ensure the correct fund (25 fund) is used on old year JVs created on
or after 10/1/2025 for FFY25 expenses

* Departments should delete any JVs that are no longer needed




Journal Vouchers

o Clea rly ma rk a | | JVS as OY (O I d Yea r) AG Due Date .| Type Business Transaction -
O r NY ( N eW Yea r) i n th e DOC H ea d e r JV's making corrections for expenditures prior to 9/1/25 on federal capacity grants

should be submitted by 9/15/25. Clearly mark all JV's as OY (Old Year) or NY (New Year)

Text Of th e JV befo re | N |t| at| N g th e JV S0 Ns/ls in the Doc Header Text of the IV before initiating the IV Workflow. This should help to
ensure they are posted by AFRS before the month of Sept closes out.
Workflow
. V's making corrections for expenditures on or after 9/1/25 on federal capacity grants
® AI I JVS S h 0 u | d be ro uted V| a WO rkﬂ OW S0p025 o should be submitted by 10/01/25. Clearly mark all JV's as OY (Old Year) or NY (New

Year) in the Doc Header Text of the JV before initiating the JV Workflow. This should

to yo u r b u Si n eSS a n a |ySt help to ensure they are posted by AFRS before the month of Sept closes out.

V's to make final corrections as a result of reconciliations must be submited by

° FO r a SS |Sta N Ce Wlth th e JV WO rkﬂ OW FINAL 10/17/25. Please mark all JVs OY (OLD YEAR) or NY (NEW YEAR) in the Doc Header Text

10/17/2025 Ws/Zds of the JV before initiating the JV Workflow from October 1st - October 17th. All JVs

after October 1st for old year need to have approval from your business analyst to

p roceSS p I ease CO nta Ct yo u r b us i n eSS ensure we have the required fund open for posting of the JV.
analyst




Concur Travel & Procard Expenses

Concur expense reports cover both travel and pro-
card expenses Required: “FCG OLD YEAR” Separate
Reports - Name the Procard Report with FFY25
(report name)

Reports not submitted or approved can lead to open
transactions

Review the Tableau travel and expense management
report to monitor submission and approval status of
reports

Be aware of appropriate college deadlines for
expense reports

Recommend purchasing cutoff date 09/15/2025

AG Due Date . Type x Busi Tr
All pro card reports for expenses charging to federal capacity grants with transaction
9/15/2025 Progard Reports dates of 8/31 or prior must be completed via Concur. Regardless of editing deadline,

completing this step will help to ensure that all charges are posted to the appropriate
year.

All pro card reports for expenses charging to federal capacity grants with transaction
dates of 9/1 or later must be completed via Concur. It is recommended that separate

ASAP
reports are created for expenses charging to federal capacity grants for OLD YEAR - do
No Later Than Procard Reports A ) A i o
10/1/2025 not comingle with expenses being charged to other cost objects. Regardless of editing
deadline, completing this step will help to ensure that all charges are posted to the
appropriate year. Name the Procard Report with FFY25 (report name.)
All Travel Reports completed via Concur must be submitted and approved by
10/15/2025. Analysts will review postings to ensure expenditures are charged to the
10/15/2025 Travel Reports  |appropriate fiscal year.

*Any old year Concur reports submitted and approved after 10/15/2025 WILL be
moved to state funds via JV.




Procurement Cards

Ensure all credit card transactions are
documented with procard vouchers and
detailed receipts

Ensure all credit card expense reports are
submitted and approved in Concur by
10/01/2025

Review Tableau Concur Reports to ensure

procard expense reports move through the
workflow to completion

Accruals may be recorded as necessary to
record credit card transactions in the
appropriate year

AG Due Date .! Type |7 Business Transaction Dept.
All pro card reports for expenses charging to federal capacity grants with transaction
dates of 8/31 or prior must be completed via Concur. Regardless of editing deadline, | CAFE Business
9/15/2025 Procard Reports gt ¥ :
completing this step will help to ensure that all charges are posted to the appropriate Center
year,
All pro card reports for expenses charging to federal capacity grants with transaction
— dates of 9/1 or later must be completed via Concur. It is recommended that separate
reports are created for expenses charging to federal capacity grants for OLD YEAR - do | CAFE Business
No Later Than | Procard Reports ; _ - : o
10/1/2025 not comingle with expenses being charged to other cost objects. Regardless of editing Center

deadline, completing this step will help to ensure that all charges are posted to the
appropriate year. Name the Procard Report with FFY25 (report name.)




Travel Review

* Responsibilities of the Budget Officer Approval

— By approving a travel expense report, the approver is responsible for certifying
the following

* All expenses related to the trip are included in the travel document and are
accurate

* All expenses were incurred in the performance of the traveler’s official
duties and support the mission of the department

* All expenses are in compliance with the University’s policy on travel
expenses, Travel Policies




Travel Review

* Responsibilities of the Budget Officer Approval

* If the travel document is charged to a sponsored project, all travel
expenses should provide direct benefit to the project

* Once approved by the International Center, foreign travel that is funded by
an FCG must be pre-approved by the appropriate Associate Dean; i.e., AD
for Research for AES funds, AD for Extension for CES funds. If pre-approval
was not obtained, expenses must be covered by state funds

* None of the expenses are personal or unallowable

* No expenses were claimed that have been or will be reimbursed from




Travel Review

Ensure all travel expense reports for trips
on or before 9/30/25 have been

Type v

Business Transaction

submitted and approved by 10/15/2025 ™

Any old year travel expense reports e
submitted and approved after
10/15/2025 will be moved to state funds

i.e., travel occurred on 9/29/2025 to
10/2/2025 - expenses should be
allocated to the 025*26 fund not the
025*25 fund.

Review submission and approval workflow

Travel Reports

All Travel Reports completed via Concur must be submitted and approved by
10/15/2025. Analysts will review postings to ensure expenditures are charged to the
appropriate fiscal year.

*Any old year Concur reports submitted and approved after 10/15/2025 WILL be
moved to state funds via JV.




Questions




Accruals

A method of measurement in accounting that ensures all transactions are
recorded when expenses are incurred or revenues are earned, regardless of
when cash payment is made or received

* Two primary types of accruals used at federal year-end:
— Accounts Payables (AP)
— Prepaid Expenses (PE)

* Accruals will be entered in the old year and reversed in the new year

* Ensuring all expenditures are submitted and approved by year-end deadline will
help minimize the need for accruals

=1 =CACEnusiness Centerwilsengthe lemplates whichawlll be Used by




Slide 50

SCS3 make sure this is understandable for department purposes
Shotwell, Christian S., 9/9/2021



Accounts Payable

* Used when departmental goods or services have been received on, or
before, September 30th, but for which payment will not be made until
October 1st or later

— Ex: Equipment item ordered in August, received in late September, but invoice
receipt and payment is still pending as of October

— Payables for goods/services must be requested and submitted through your

respective Business Analyst

» All items for which a payable is being requested must be received and on hand by
September 30th. Items received after September 30th should expense to new year funds




Prepaid Expense

* Used when goods or services are purchased and paid for before
October 1st, but for which the good or service will not be used until
after September 30th

— Ex: Registration for a conference is paid on August 25th, but the conference
will not be held until November 15th

— Prepaid expenses should be recorded regardless of fund source but only when
the amount exceeds $5,000

— Please make your analyst aware should you require any of these entries by
October 16th




Business Center Contacts

Name - Title Phone Email

Amsler, Rebecca - Director/Business Analyst Principal 7-7194 Rebecca.amsler@uky.edu
Campbell, Susan - Associate Dean for Finance 7-5934 susan.c@uky.edu
Costello, Cristin- Administrative Staff Officer Il 8-6680 cristin.sullivan@uky.edu
Habel, Sarah - HR & Payroll Specialist 8-3906 Sarah.habel@uky.edu
Hammons, Mary - Business Analyst Lead Mhamm3@uky.edu
Hardin, Jason - Assistant Dean of Finance 562-2994 Jason.hardin@uky.edu
Henson, Christie - Business Analyst Principal 8-5223 Christie.henson@uky.edu
Herzog, Le Anne - HR & Payroll Manager 7-2981 leanne.herzog@uky.edu
Huntress, Ginny - Administrative Services Asst Ginny.Huntress@uky.edu
Jackson, Shelby - Business Analyst Lead 8-5374 shelbykjackson@uky.edu
Knapp Angela- Senior Business Analyst 7-9833 angela.knapp@uky.edu
Maynard, Maggie- HR & Payroll Assistant Manager 7-7143 maggie.maynard@uky.edu
Mincks, Kayla - HR & Payroll Specialist Kayla.hall@uky.edu
Ward, Tina - Business Analyst Lead 7-0132 tinaward@uky.edu

West, Tim - Chief of Staff 7-3879 timothy.west@uky.edu




Questions




