
Agenda 

Guest Speakers 

ADMINISTRATIVE 

USER'S GROUP 

November 11, 2015 

9:00am 

E.S. Good Barn, Gorham Hall 

a. Megan Lucy- Academic Appointments - A handout was d1stnbuted to t11e group regardmg Academ1c 
Appomtments Several pomts were emphasized mcludmg 

a Obtammg Board of Trustees approval of appomtments before t11e f/(sf day of work, 

b Requestmg transcnpts at the t1me the offer letters are done 

c Takmg steps to exped1te the approval of milia/ paperwork. 

d Watch for update em ails from Megan about expmng appomtments and outstandmg paperwork. 

e Stay m close commumcat10n w1th the Off1ce of the Ass1stant Dean for Academ1c Adnllmstrat1on 
dunng the process and 

f Faculty ret"ement, phased and post ret"ement mfo1mat10n IS now on t11e Deans web s1te 
http.lladmmlstrat/On ca uky edulfacultvret"ement 

b. Chris Miles - Spam and Phishing - Several thmgs you can watch for to help 1denllfy ph1shmg and spam 
emalfs These are f1sted on page 5 of the attached handout entitled Ph1shmg Also. you can request your 
IT staff to set up filters on your computer to help eflmmate some of the spam 

1. Procurement & Travel 

a. Travel Module (TRIP) Update- The new travel voucher module (TRIP) IS tentatively planned to go f1ve 
around t11e (I(SI part of May 2016 A group w1ll p1fot the system startmg m January Two levels of approve1s 
w111 be m place first level being the employee ·s SAP HR superv1sor second level bemg the departmental 
busmess off1cer (wh1ch has some flexibility and Will be mamtamed by t11e Ag Bus mess Center) There w111 
only be two travel GIL s (530019 for domestiC travel and 530039 for fore1gn travel) Per d1ems w111 be 
automatically generated for the destmat10n c1ty (not the lodgmg location) The system w1ll create 
encumbrances on the cost Objects used and A VC controls will be m place Rece1pts w111 be scanned m 
electronically and attached to the electromc travel document Reimbursement travel payments w1ll be 
dl(ectly depos1ted mto the employees bank account 

b. SRM Help - The busmess center can be your ftrst contact for SRM questions/Issues However 1f you cant 
reach someone Immediately and need help. you may ema1f the SRM support group at SRMHelp@uky edu 
If you ema1l the support group please remember to copy your team leader so that the busmess center can 
stay m t11e loop of ongomg 1ssues and so that they can be aware of the types of SRM quest1ons that may 
need to be more globally addressed 

c. Purchasing Newsletter- Purchasmg s quarterly newsletter 1s on the" web s1te and we forwarded the ema1f 
recently JUSt m case there are mdlvlduals who are not on Purcl1asmg·s fist serve If you w1sh to be added 
please go to the lmk mentiOned at the very bottom of the" newsletter Also on theu web s1te are many 
Qwck Reference Cards that are very !Jelpful The focus of Purchasmg recently has been the move toward 
addmg as many e-catalogs as they can to SRM for easy punch-out 01denng 

2. Research & Grants 

a. Federal Capacity Grants (Year-End)- FFY15 w111 be closed out on November 30 final reports will then be 
done No more 27 sc1eens for payroll entries should be done on FFY15 funds CAS rev1ews were done 
and some 1ssues had to be resolved the busmess cente1 w1ll prepare JV's to move necessary 1tems 

b. Expenditures on Parent Grants - The amount of expenses on parent grants has s1gmf1cantly mcreased 
recently Departments need to put more expenses on md1v1dual projects rather than c!Jargmg 1/Jem to the 
parent grants Tills w1ll really /Jelp w1th t11e AD 419 reportmg process 

c. Project Financial Reporting (formerly known as AD 419) - Th1s reportmg project w1ll begm m early 
December and w111 wrap up m the m1ddle of January 

d. VPR Enrichment Funds- The VPR's office has transferred the ennc/1ment funds to the new 101317-
accounts T/Jey w111 be domg the JV(s) to transfer expenses from the old 10120-accounts to t11e new 
accounts very soon and t11ey w1ll be blockmg the old ones m December No one should be postmg anytfllng 

**NEXT MEETING: Wednesday- February 10, 2016 @ 8 :30am (Gorham Hall, Good Barn)** 
Please pass along any pertinent information to faculty & staff in your departments 

http:/ /acsg. uky.edu/ AgBusOff/ 



to the old accounts any longer If any questtons. contact the bus111ess center 

e. Cost Share 101 - A great deal of good 111formalton is mcluded in the attached handout from Tma Navts 
relat111g to cost share 

3. Budget & Finance 

a. Fund Balance Update- The college ts expect111g the fund balances from t11e Provost toward the end of 
November the balances whtch wtll be returned to the departments m December are the approved state 
fund balance requests and all of t11e mcome fund balances 

b. Capital Inventory- Eqwpment scannmg wtll wrap up on December 15 A lot oft/ems wtll fall off of the 
capt/almventory Its/ due to the decreased threshold 111 the capt/altzatton poltcy, those t/ems wtll move to the 
mmor (non-capttaltzed) Its/ of mventory whtch are sltll m eBars The college ts workmg on a mmor 
eqwpment policy. but m the mean/tme departments are encouraged to track mmor eqwpment t/ems and 
l11gh nsk tlems Begmnmg thts year you wtll need to forward (vta ematl) your losVsto/en eqwpment reports 
to Ktm Kmg in the busmess center by January 28 (see attac/1ed handout) 

c. BPE Data for FY15 - For the past couple of years the BPE's 111 the college have decreased m numbers. 
but there ts stt/1 room for tmprovement. espectally m the area of travel voucl1ers not adhenng to the 60-day 
poltcy 

d. Budget Process - The FY17 budget process wtll start up m December wtth course fee valtdattons followed 
by cost post/tons (revtew of post/ton cost dtstnbuttons on 1018 s) mcome esttmates and fund balance 
proJecttons (in January and February) More wtll be covered about t111s m t11e February 2016 meetmg 

4. HR & Payroll 

a. Bonus Holiday Load Reminder- November 1 was the cut-off for hmng employees to be eltgtble for the 
holtdaylbonus days m December For all employees eltgtble for patd holtdays. please remmd them to enter 
the correct codes for the bonus days 

b. Performance Evaluation Release Date - Performance evaluatiOns for 2015 wtll be released on the portal 
on December 2 All postlton descnpttons (formerly JAQ 's) should be updated (m IES) and accurate by 
December 1 Supervtsors should set a due date for employees to ettllet do thetr self-evalualtons or go mto 
the system and watve that part of tl so t11at the PEcan move to thetr supervtsors workflow The college 
dead/me for all PEs to be done ts February 26 

c. ZPAR/Holiday Payroll Schedule- The payroll schedule ts normally altered a /title m t11e month of 
December to allow for the holtdays All ltme entry should be entered and approved by December 17 
ZPAR's are due by noon on December 22. December 31 ts the pay date for monthly and btweekly 
employees. resultmg m a 2"1h pay date for btweekly employees for the 2015 calendar year 

d. W2 Online Option/Address Update Reminder - If employees have already opted for the on/me W2 forms 
m the past they wtll contmue to be able to access the forms on/me (most ltkely by January 19 2016) For 
employees wtshmg to opt for tilts method for the ftrst tone the dead/me ts January 8 Tilts year for 
employees wtlh UK beneftts. as a result of the Affordable Care Act. the UK Benefits Offtce wtll be mailmg 
out a new tax form to employees Tl1e 1095's wt/1 be matled to employees home addresses 

5. Other 

a. Staff Introductions - All staff were mtroduced 

b. BPCS Graduates - Employees who have completed the Busmess Procedures Senes were recogmzed 

c. Sign-In Sheet 

6. BREAKOUT SESSION- Reconciliation I Financial Reporting - (See attached handout ) 

**NEXT MEETING: Wednesday- February 10, 2016 @ 8:30 am (Gorham Hall, Good Barn)** 
Please pass along any pertinent information to faculty & staff in your departments 

http:/ /acsg.uky.edu/ AgBusOff/ 



Academic Appointments 
• Academic appointments should ideally be approved 

by the Board of Trustees before the new faculty 
member's first day of work. This is especially true 
for faculty members who will be teaching. 

• Start dates should ideally be the first of the month 
for all faculty, and the following start and end dates 
should be observed for Part Time Instructors: 

• Fall Semester Only- August 1- December 31 
• Fall and Spring- August 1- May 31 
• Spring Only- January 1- May 31 



Board ofTrustees Deadlines 
2016 Board of Trustees Agenda Materials Due nates 

Date Agenda 
Date Agenda Items 

Materials Due to Date of Board 

Assistant Dean • s 
Due to Provost's 

Meeting 

Office 
Office 

October 19, 2015 November 2, 2015 December 15, 2015 

December 18, 2015 January 8, 2016 February 19, 2016 

March 4, 2016 rvtarch 18, 2016 M ay 3, 2016 

May 29, 2016 May 13, 2016 June 24, 2016 

October 14, 2016 October 28, 2016 December 13, 2016 

Located on the Deadlines, Meetings and Events webpage on the Office of the Dean 
website: http://administration.ca.uky.edu/deadlines 



Requesting Transcripts 
• Ask the faculty member to request transcripts of their terminal degree in the offer 

letter, or as soon as possible after an offer is made. 

• In cases where a justification must be written because the faculty member does not 
have a terminal degree in the field they will be teaching in, transcripts are required 
for the next highest degree they hold. 
• If you are not sure if a justification will be needed, email Megan Lucy, who can 

check in the Faculty Database. 

• University of Kentucky transcripts may now be obtained from the Registrar no cost to 
the faculty member or department. To request a UK transcript, please email Megan 
Lucy (megan.lucy®uky.edu). 



Expediting Academic Appointments 
• l-9s and other new hire paperwork may be signed during a house hunting, or other 

pre-employment trip to Lexington 
• l-9s may also be completed in another state's certified office. LeAnne Herzog 

can help coordinate this. 

• Make use of electronic signatures and email as much as possible 
• Beginning 12/1 /2015 everything but the 1-9 may be signed electronically 
• The only original documents the Assistant Dean's office needs are transcripts, all 

other documents may be em ailed . 
• Electronic CVs are extremely helpful when justifications are required 

• Ask Assistant Dean Lisa Collins to review offer letters before sending them to 
candidates 

• A common cause for delay in PTI appointments in 2015 was start dates in offer 
letters that didn't comply with the new PTI start date policy. 

• PTI reappointments need new offer letters with start and end dates and 
responsibilities 



Academic Appointments 

• Watch for update emails from Megan Lucy about 
appointments expiring soon and outstanding paperwork. 

• Stay in close contact with the Assistant Dean for 
Academic Administration's office- we want to help! 

• Refer to the "Hiring New Faculty" we-bpages: 
http: I I administration .ca. uky.edul new-faculty 



·-
·-



Notice From: address 

Scare tactic and 
spelling mistakes 

Prompts you to click on 
link 

Generic closing 

From: webmaster 
[m1ilto · n .. llc··@a- t net] 
Sent: Tuesday, October 27, 201 5 2:32 
PM 
To: Doe, Jane 
Subject: emai I at risk 

idoe®uky Pdu will be closed today if 
not updated into our new university 
service datatbase. 
to ensure your email is safe and 
secured, click below and log on to 
proceed. 

Update 1 0. 5 Beta 

Sincerely 
University Support 



From: Gopi Patel [mailto:gnpatel@umich.edu] 
Sent: Wednesday, October 14, 2015 2:29AM 
Subject: Notice 

Update Your Account, 
Your mailbox is almost full and out dated. 

!1.93GB I,2.01GBj 

This is to inform you that our web mail Admin Server is currently congested , and 
your Mailbox is out of date. We are currently deleting all inactive accounts so 
please confirm that your e-mail account is still active by updating your current 
and correct details by: CLICt<II'4'V heRe 
Thanks, 
IT Service Team 
© 2015 Service Team, All rights reserved. 



From: postmaster@uky.ed u [mai lto:postmaster@uky.edu] 
Sent: Monday, August 31, 201 5 7:32 AM 
To: Miles, Chris 
Subject: Password needs to be changed for cmiles 

---ATTENTION! !---ATTENTION! !---ATTENTION!!---

The password for link blue account cmiles ('Miles, Chris') 
wi ll expire in 1 0 days. 

Please change it as soon as possible. Instructions are below. 

Thank you, 
Administrator 

If you have specific instruct ions for changing you r password, please fo llow them. 

If your computer is in either the AD or MC domain and you are logged on as a domain user, please use "Ct i- Ait ­
Del" and se lect "change password". 

If your computer is not in t he domain, please navigate to the University of Kentucky Home Page and click the 
"link blue" li nk. From that link blue page, se lect the "Account Manager" link, then the "Manage Your Accou nt" 
link, log in with your current password, and then click the "Change Password" link. 

Note: This message does not contain any links and it does not ask you to reveal your password. If you receive 
any messages that contain links or asks you to enter or e- mail your password, the message is not a valid 
request and you should never click on any of the links, or reveal your password to anyone via a web page, e­
mail or telephone. 

You can obtain addtional information by navigating to the University of Kentucky Home Page and clicking the 
"link blue" item. 



REMEMBER: 

Check the From: line and return address but remember that 
doesn't always make it valid. From: lines can be forged. 

Watch for scare tactics. Take time to think! 

Be skeptical of any email asking you to Re-validate or confirm 
your account or mailbox. UK IT will never ask you to do this! 

Clicking on links - beware of redirects. Instead, open browser and 
type in the address yourself. 

Watch for awkward wording and misspellings. 

Even if it looks like it's from someone you know, if they 
ask for something out of the ordinary, be suspicious. Ca II , text, or ta I k 
to them to verify. 



• 



COST SHARE FAST FACTS 

1. What is Cost Share? 

Project costs not borne by the sponsor - essentially expenses paid by the University or department to complete 

the project. Cost sharing is also known as matching, offset or in-kind contribution. Proposed cost share should 

always be part of the Internal Approval Form and included in the proposed budget sent to OSPA. 

• http://www.uky.edu/EVPFA/Controller/files/BPM/E-50-2.pdf - UK Policy 

2. Types of Cost Share 

• Faculty Effort 
• NIH Salary Cap 

• Departmental Cost Sharing 

• Unrecovered or Waived F&A 
• Third Party Contributions 

3. Cost Share Obligation/Commitment 

When mandatory or voluntary cost shari ng is specifically identified and described in the proposal budget and 
made a condition of the resulting award, the university has an obligation to record the costs in the accounting 
system. If cost share is noted on the Cost Share Information Form (CSIF) then it is considered a commitment. The 
CSIF form should be included with the PADR, and may be updated throughout the life of the project. Be sure to 
verify any additional information in the remarks section . 
.-Cost Sharing Information Form 

Date: May 11 2009 

Account 3048104338 

PI: Chnst Ahce 

UKRF/MIS #: 200707020005 

Title: Ways of Rehgrous Seerng In Late Antique Mate11al Culture Conference 

SrJOnsor: lnteroatronal Catacomb Soctety 

The aboue referenced account has a cost s harinQ obliQatoon which must be documented on accordance 
with University of Kentucky Cost Sharing Guidelines. Cost sharing was either committed in the proposed 

budget or is a resun of the actual aw ard totaling less than the proposed budget. Oetaols are outlined 

below. 

181 This spor1sore d 11roject in cludes a requirem ent to report cost sharing directly to the sponsor. 

!81 Faculty effort is committed as cost sharing and must b e documented through the Faculty Effort System . 

rSponsored PrOjeCt AccOlrilong Reportong Oetaols 
I Overhead Rille 0 % Base 9 Is Off Campus N PCS 0220 

PROPOSED COST SHARING COtilMITMENT 

Completed by Office of Sponsored Projects Administration (OSPA) 

Budget Class 
Items 

Speaker Fees DEPT 

Marhng/Postage DEPT 

Pubhcrty DEPT 

Unrecovered F&A F&A 

PI A Chnst (5%) FES 

Conference Support Grant OTHR 

Direct: $8,865 00 Total : 

OSPA Research Administrator: Kim C Blarr 

Remarks ~share os reportable to the sponsor 

Amount Cost Sharing Other UK Commitment 
A ccount 

$1,000 DO 

$500 00 

$500 00 

$4.264 00 

$3,865 00 

$3.000 00 

$1 3,129 00 

from the VP Research Office 

Phone 257-9420 

Ema il kcblar01@uky edu 

i::ostshere budget approved by sponsor on 1!9!08 email from Amy Horschfelcl, Ex Oo'ect01 of ICS.to COO, Oona Vessels 
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COST SHARE FAST FACTS 

4. Reporting/Tracking of Cost Share 

Expenses should be tracked in the system using the 304* WBS element and the cost share fund 0011890XOO. 

There are no direct postings on the 10136- fund centers. 

• Typically, the cost share fund used in CAFE will be 0011890300 
• The cost share Fund can be found on t -code GMGRANTD on the Dimensions tab for each project. 

~~ Display Grant Master 3048110969- Incoming 

IJJ ~ ~ t? D fi RelationshiPS 0. ObJect ~tapper d'. Budget Overv~ew 

Grant rP048110969 b A KNOCKDOWN-TOWARDS-P.IUTATION APPROACH FOR P.IANIPULATING THE CHEP.I!STRY OF TO. 
L.; .J 

Grant Type AG Agreement 

Sponsor 1000303325 Bnttsh AmeriGin Tobacco 

<> DeletiOn lndiGitor cx:::a Award 

General Data Responsbltles Award D,-,ens10ns Cost Share Reference 

Fnancng Sources 

Fund 

0011092100 

IDC Recovery Cost Shamg Prog Income GM Fund Type 

Internal 

0226000040 

Intern a 
External 

To review cost share transactions in BW using the Grant Ledger: 

BWWeb Reporting 

• Go to BW Web Reporting on the IRIS Launch Pad 

cx:::a A ward 

Reportng 

Descrll)oon 

RES UKRF 

Payment 

PROVOST COST SHARE 

Jndustry/Other-UKRF 

0. 

• Click on Fl Ledger Sheets-> Grants Management, then select Grant Ledger - PI Summary (or version of 
choice) using saved view ZTMNAVI0_0100: Cost Share Balance by Dept. 
'17 User Favontes and Roles 

Welcome 
~ Ttna tlavts 

I> Favories 

I> BPS Budget Reports 

I> BPS planner role for budgemg for AFOs 

I> BW role to access data., BPS r~foerea 

I> BW-EilDUSER Role for reportr~g on Cl.l Enrl, Stud & Crs data 

I> Fl Fr~anCI31 Accountr~g 

I> Fl GASB Fr~anc1111 Statements 

Flledger Sheets ~ 

I> Specl!llledger 

I> Funds Management I Budget Control 

<:7 Grants Management 

0 Grant Ledger- PI Summary exec summary 

G Grant Budget lem Detau 

G Grant Ledger 

G Grant ledger- PI GL Account Detal 

D Grant Ledger- PI Sponsored Class ~tal 
Q Grant ledger- PI Summary ~ 

• Using the saved view, update the fisca l year and period (i.e. 004/2016) and department on the variable 
screen and execute the report. 

2 



COST SHARE FAST FACTS 

Vanablea for Ad Hoc Repon 

~Slatost.calndc.ator (' R ~RulPostng 

~Co~"Y Code (Requred 1 (') UKOO r7 Unr;ersey of Kentucky 

~foJcal Year Update Rscal 

~F•cal Penodf'r'ear 1Requred (' • Penod 
004/2016 

T!Busness Area . v v Insert Row 

~FunctJonaiArea . v v Insert Row 

~Fund Department . v 8 1060 • Update Dept v Insert Row 

~Prrne Grant . v v Insert Row 

~Grant . v ~ v Insert Row 

~Gran! Respon"*Y type • v {Q] v Insert Row 

'el Grant Sponsor . v IQJ v ln tertRow 

~Sponsored Program . v IQJ v Insert Row 

~Spo•sored Class . v v Insert Row 

'e!Funds Center . v v Insert Row 

~Fund v 001189' v Insert Row 

'el 0.C4)1rle . v v Insert Row 

[Execute,[ Chee!t)~ 

• The report shows the breakdown of entries by sponsored class. 

• The funding totals are listed at the bottom of each project in the revenue sponsored classes. 

• If the top result row for a project has a debit (positive) balance in the Cumulative PTD Expense co lumn, 

funding is needed. A credit (negative) balance means overfunding. 
Grant Gl.! project from date Gl.l project to date Current fiScal CumulatiVe Comrnlments Par.ed A vailable 

Expense YTD PTD PTD Documents Balance 
Expense Expense PTD (Released ! 

OveraiResul s 23.362 90 s 51 .~2 46 s 25.322 95 s 253.052 99 s 0 00 s 1278.375 94) 

~ 3046574200 POLYL!ERASE CHAII REA 0510112002 1213112006 s 0 00 s 000 

1> E5IIOII Faculty Salary s 3.139 02 s (3.139 02) 

1> ES220t0 Faculty Benerc.s s 996 42 s (996 42) 

!> R619999 IJand CS- Personnel s ( 4 135 44 s 0 00 s 4 13~· 44 

~ 304657~00 BURU'I TOBACCO BREED 01/0112002 1213112009 s 0 00 s 0 00 so 00 

1> ES34o41 Rent3Lease-Bulldlllg s 1.000 00 s 0 00 s (1 000 00) 

I> R639999 ~'and CS Recharge s (1 000 00) so 00 s 1,000 00 

~ 3046679200 ~'ETABOUC EfiGtiEERII 06/0112003 0513112008 s 0 00 so 00 s 0 00 

I> ES11011 Faculty Salary s 43.889 59 s o 00 s (43.889 59) 

1> E522010 f aculty Bene res S l1 48325 s o 00 s Ill 483 25) 

1> R619999 ~land CS- Personnel S i55.372 84) s o 00 s 55.372 84 

5. Funding Cost Share Expenses 

Several general ledger (g/1) accounts are used to fund Cost Share. The debit (expense) entry w ill be t o the Cost 

Center from wh ich you are moving funds (750XXX g/1 accounts). The credit (revenue) entry will be to t he Grant 

with the Cost Share Fund (740XXX g/1 account s). 

• 740510 Transfer from Cost Share - Salary Only 

• 750510 Transfer to Cost Share - Sa lary On ly 

• 740515 Transfer from Cost Share - Benefits Only 

• 750515 Transfer to Cost Share - Benefits Only 

• 740520 Transfer from Cost Share - Operating Expenses 

3 



COST SHARE FAST FACTS 

• 750520 Transfer to Cost Share - Operating Expenses 

After typing in the Grant/WBS Element, also enter in the fund, do not let it derive the fund because SAP defaults 

to the external (Sponsor) fund. 

2 Item" (Screen Vanant Standard I ) 

Sl . OIL ace! Short text DIC IAmount ln doc curr § t center IWBS element ----'*" 750510 Tr to CS- Salary Debi t l!J 60 .000 00 1012003540 

Tr rm cs- Salary Cred l!J 60, 000 00 3046986300 J 
~~~~~~~~~---~~~ 

The College of Agriculture, Food & Environment participates in the automatic funding program. Departments 

have provided a single cost center to SPA which will automatically be charged for any expenses posted to the 

cost share fund for projects with the respective department listed as the responsible unit in SAP. 

When the program is ran, it will distribute funding according to the categories that need funding - Salary, 
Benefits, and Direct Current Expenses on a cumulative basis. The funding will distribute to Sa lary (740510) first, 
then to Benefits (740515), and any remaining to Direct Current Expenses (740520). The overall funding will be 
distributed to cover the cost share balances. If the project is overfunded (funding>expenses), no entries wi ll be 
made by the program. The program will also not "return" any overfunding on a project. 

If funding needs to be cha rged somewhere other than the departmental cost share cost center, a JV will be 
required. When submitting JVs to transfer automatic funding between cost centers, it is helpful to include copies 
of the original funding entries. The instructions received from General Accounting for such entries are: 

The departments will need ta use the 75 GL accounts on both sides of the transactions between the 
cast centers. Also, they need to put the grants that are involved in each of the transactions in the 
Assignment field. 

*Note: This exception has only been approved for those projects that are funded as part of the monthly program. 
If the funding is done via manual JV, a complete reversal and reentry of the funding are required. 

An option to prevent the need for transfer of fund ing: 

• A department who is not listed as the responsible unit but has cost share expenses on the project can 

submit a manual funding JV prior to month end for their faculty/staff (General ly monthly payrol l is 

posted 2-3 days before the actual calendar month end if actuals are required). As long as the manual 

funding JV is posted prior to the automatic funding program (ran the 3rd business day after ca lendar 

month end), then the program will include the entry when comparing expenses vs. funding. 

6. Project Close Out 

Prior to the end date of a project (typically 60 days from the final report due date) SPA will send a reminder 

regarding the final f iscal report. The following items are noted as part of SPA's review. Note that any 

commitment/obligation not fulfilled prior to close out may potentially be met by moving expenses previously 

posted to the sponsor fund to the cost share fund. It is recommended to review al l project commitments at least 
quarterly. 

COST SHARE 

o Please review your Cost Share Information Sheet, if applicable, and guarantee that the commitment made is 
fulfilled, posted correctly to the IRIS-FES system and fully funded. If outside of the IRIS-FES system, please 
make sure it is documented correctly and sent to Sponsored Projects Accounting for verification. Any 
unfulfilled commitments could result m a reduction of budget and refund to the sponsor. Any refund 
amounts resulting from unfulfilled cost share commitments w1ll be charged to your department. 
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Capital Equipment Inventory- Update 

Equipment inventory scanning began Monday, November 2, 2015 and with a completion date of 

December 15, 2015. Exceptions need to be finalized and paperwork supporting exceptions need 

to be submitted to Kim King in the CAFE Business Center by Thursday, January 28, 2016 via email 

at skking1@email.uky.edu. Please ensure that adequate personnel have been assigned to this 

task to enable timely completion of the equipment inventory process for your area. 

A major impact to this year's equipment inventory is the increase of the equipment capitalization 

threshold from $2,000 ($1,000 for computers) to $5,000 for all equipment. Many of you will 

notice that your capital inventory lists are substantially shorter as compared to prior years. Items 

that were previously capital, and below $5,000 in original cost, have been reclassified to non­

capital. As a reminder, for this process only capital items are required to be inventoried 

(scanned). However, it is highly encouraged to continue to inventory high-risk, non-capital items 

which your department may have its own requirements for. 

Use of the new scanning software requires an iPod Touch, iPad or iPhone (mobile Apple device) 

supporting i0S7 or better. The optional handheld scanner is available for purchase from 

Barcodes, Inc. Joe Puschautz (ipuschautz@barcodesinc.com) at a cost of approximately $203 

(model: Socket CX2870-1409 Barcode Scanner). It is up to the department to acquire the Apple 

device. The old Palm scanning technology is no longer supported . 

Instructions are available on the eBARS website at http://app.mc.uky.edu/ebars/default .aspx or 

on the Plant Assets equipment inventory website at 

http://www. u ky.edu/EVPFA/Controller /pia nt. htm. 

If you would like to be added to the Inventory Listerv and to be added to the database as your 

department contact please email PAMail@uky.edu . Use the following as a template in your 

email: 

Please add me to the Inventory listserv (your.email@here.edu) and Please add me to your 

database as a Capital Equipment Inventory contact for these departments: 

DEPT CODES: 

81*** 

81*** 

81*** 

Please direct any questions to Kim King at 859-257-7143 or via email at skking1@email.uky.edu . 



HR & Payroll 

Holiday Leave Requests 
The Thanksgiving, C hristmas Day, 4 Special, and New Year's Day holidays have been loaded, and those 
leave requests can be entered now. 

Please remind employees to code correctly. 

Good Example 

[:';New 

Edtt Cancel T)pe of leave 

~ [1), HOUDAY-New Year 

~ [!:J, HOUDAY -Special 

~ [i)J HOLIDAY-Chnstmas 

~ tl11 HOLIDAY-ThanksgiVIng 

Not So Good Example 

c:JNew 

Ea~ cancel Type of leave 

f./ ;ftl HOUDAY-Chn!.tmas 

Start Date 

01/0112016 

1212812015 

t212512015 

1112612015 

Stan Date 

1212512015 

Self-Evaluations forms will be available 12/2 . 

End Date 

01/0112016 

1213112015 

1212512015 

1112712015 

End Date 

0110112016 

s ... sent 

s ... Sent 

s ... sent 

Ap 

s ... sent 

Hours Quota Used 

800 8 Hours 

3200 32 Hours 

800 8 Hours 

16 00 16 Hours 

Hours Quota USed 

48 oo 48 Hours 

Please encourage supervisors to review MJ Rs, and submit any needed updates prior to the end of 
November. Updates should be entered via I ES, and department HR Administrators can assist supervisors 
w ith this process. 

Supervisors may review MJRs by accessing the instructions at: 
http: //acsg.uky.edu/ Agweb2/Q RG Superviev. Rcvie'' .pd f 

ZPAR/Holiday Payroll Schedule 

BW27 - Recommend all time be entered and approved by 12/17 (one week earlier than norma l). 
BW27 - ZPAR's due in the Ag Bus iness O ffice by noon on 12/22. 
BW 27 - Payro ll Final is Noon on 12/28 - LeAnne will be working that morning. 
BW27 & MTH 12 - Pay date is 12/3 1. 



• Remember that you have the option to receive the W2(s) via m yUK ESS (under Bene fits and 
Payment). If you s igned up previous ly, your e lection should still be e ffecti ve. If you are new to 
UK this year, o r did not get a chance to s ign up previously, you can do that now. 

• If your mailing address has changed this calendar year, please take a moment to log into m yUK 
ESS (under Personal Settings) to verify that your permanent residence address is listed correctly. 

• It is also a good time to veri fy that your contact information for UK Alerts (under UK Accounts 
& Service) is up to date. 

Resources : 
• Step by step guide on selecting the online W2(s) is available at: http ://www.uky.edu/hr/hr­

home/myuk-onl ine-gu idc/myuk-css-guide/w-2-lelect-onl ine-del i very 

• Step by step guide on updating your address is ava ilable at: http ://www.uky.edu/hr/hr: 
homc/m yu k-emp loyce-sc I f-scrvicc-gu ide-ess/u pdatc-your-i nfo-addresses 

• Step by step guide on updating your UK Alert se lection is available at: 
http ://www.uky.edu/hr/hr-home/myuk-employee-sclf-serv ice-guidc-css/enro ll-or-~d it-uk-alcrt 

• Visit the College of Law's website for the Vo lunteer Income Tax Ass istance (V ITA) ­
appo intments begin in February, 2016: http ://law.uky.edu/tax 

Benefits to the W2 online election include: 
• Earlier access to W2. 
• Eli minate the possibi lity of your W2 being de layed or lost in the mai l. 
• Access to your W2 statement anytime (20 13 and future W2s w ill remain online for mu ltiple 

years). 
• Contribute to UK's susta inability initiati ve (save paper and postage). 

If you have questi ons, please contact your department HR Ad ministrator. Each department HR 
Admini strator is fami liar with the myU K ESS system, and can assist you w ith updates as needed. 

NOTE: For tax purposes this year, the UK Bene fits Offi ce will be mailing the I 095 benefi ts forms to 
employees w ith UK benefits. 



Reconciliations/Reporting Breakout Session (11.11.15) 

Reconciliation Definition (BP E-17-6) 

• Serving as a key element of the University's system of internal controls, reconciliations provide 

verifi cation of financial transactions to ensure the accuracy and integrity of financia l reporting 

and to protect University assets. 

• It is a process that compares two sets of records to ensure they agree and/or to identify and 

resolve differences. 

• Comparison should be between supporting documentat ion maintained in the dept and SAP 

system information. 

Reconciliation Process Overview (BP E-17-6) 

• Generate system reports (SAP or BW - see below) 

• Gather supporting documentation as necessary 

• Compare supporting documentation to system generated reports 

o Are transactions (both labor and operating) : 

• Allowab le? 

• Reasonable? 

• Allocable? 

• Approved? 

• Clear any discrepancies via JV or payroll corrections 

• Review encumbrances 

• Confirm budget ava ilab il ity 

• Certify the reconcil iation by having reconciler and approver sign 



Reconciliation Report Options 

• Summary Ledger 

o Cost Centers 

• Funds center balances : Budget vs Actual (BW) 

• zagbgt_0020 (BW saved view for summary ledger by dept) 

o Grants 

• Grant Ledger (BW) 

• Grant Ledger - PI Summary (BW) 

• zagbgt_0040 (BW saved view for 235* summary ledger by dept) 

• zagbgt_0041 (BW saved view for 304* [direct] summary ledger by dept) \IV\c.luciL'> ~2..-c:-c~. \ s, 

• zagbgt_0042 (BW saved view for 304* [cost share] summary ledger by dept) 

• GMAVCOVRW (SAP) ~ cr-L~-t. 

• Labor Distribution Report 

o Cost Centers 

• Labor distribution analysis by Fund Center (BW) 

• zagbgt_0022 (BW saved view for labor distribution by dept) 

• ZCCWBS (SAP) -~~ (JV\ e&-'::Lt e.t,~<l.l'W 
o Grants 

• Labor distribution analysis by Grant (BW) 

• Dept currently would have to create their own saved view in BW due to issue 

with dummy fund center and/or grant dept not available as variable 

• Line Item Detail Report 

o Cost Centers 

• FM actual details (BW) 

• 
• 
• 

o Grants 

Fund center actual detail with vendor (BW) 

zagbgt_0023 (BW saved view for line items by dept) 

KSBl (SAP) ul'\.4~ en Gc':b"\ t.tJ'<l~L \D 

• Grant line item detail (BW) 

• zagbgt_0043 (BW saved view for 235* line items by dept) 

• zagbgt_0044 (BW saved view for 304* [direct] line items by dept) 

• zagbgt_0045 (BW saved view for 304* [cost share] line items by dept) 

• Budget Entries Report 

o Cost Centers 

• Budget Entry Doc Details (BW) 

• zagbgt_0021 (BW saved view for budget line items by dept) 

• FMEDDW (SAP) 

o Grants 
S_PLN_16000269 (SAP for FCG using 10/01/XXXX start & end dates) 


