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Preface 
This document is provided by the College of Health, Education, and Social Transformation (HEST) 
Finance & Budgeting Office (FBO) and is intended as an internal reference only. NMSU guidelines, 
processes, and rules may change and will always supersede the information here. For the most up-to-
date business operations, check with the Aggie Service Center (ASC).  

HEST uses several internal forms mentioned throughout this document. All HEST internal forms can be 
obtained via the Administrative SharePoint or upon request.  

SharePoint 
What Is SharePoint and How Is It Used? 
FBO uses Microsoft SharePoint to receive, process, and return administrative items.  

• SharePoint is a free Office 365 application that all NMSU students, faculty, and staff can access. 
• SharePoint replaces email for staff for sending most documents back and forth for review and 

approval. 
• When FBO approves and returns an item to its initiator, the initiator is responsible for any next 

steps that need to be taken. This often means submitting something to ASC, HR, Payroll, etc.  
1. Once an initiator has downloaded an item from FBO SharePoint for their records and 

next steps, they should clear out their folder. 
2. FBO SharePoint uses shared storage and so people should clear out their folders 

regularly. Those with numerous older items will be contacted and asked to remove 
them.  

Accessing SharePoint 

Individuals who will initiate administrative workflow will be given access to the HEST FBO SharePoint: 

• This is where items should be uploaded for RBC review and approval, and where they will be 
returned to initiators for next steps thereafter.  

 

• This is where the latest internal RBC forms can be found, as well as helpful NMSU links.  
 

To access SharePoint in part or in whole, first make sure you have received and accepted an invite to the 
page you wish to visit or email the group’s administrator to request access. If you’ve been given access 
to a specific SharePoint folder, save and use the link provided to access those materials.  

To access an entire SharePoint, follow these easy instructions to do so via your Microsoft 365 suite.  



Contributors: Dr. Aida Lopez, Dr. Ashley Graboski-Bauer, Stephy Medrano, Alex Villa, Melanie Smoak  6/2023 
 

6 
 

• Open your NMSU email online, e.g., my.nmsu.edu; then click the grid pattern in the top left. 

 

• From the list of options that appears, select “SharePoint.”   if 
it isn’t immediately visible, click “All Apps” to see it. 

• You will arrive at your SharePoint homepage, where you can 
select the specific SharePoint you wish to visit: 

 

• Next, you’ll arrive at the SharePoint landing page (see below). At a landing page, additional 
navigation options will appear to the left. 

 

After you have accessed SharePoint, you can add more direct shortcuts to your computer if online email 
is not your preferred mechanism.  

File-Naming Conventions for FBO SharePoint 

• To enable workflow via SharePoint, certain file-naming conventions must be used. Failure to use 
these standardized conventions may result in lost or unprocessed items. Please name files in 
this order; see examples below: 
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1. File type abbreviation 
 Please use standard abbreviations; for questions, check with FBO. 

• E.g., a “Preliminary EPAF” should be a “PEF” and a “Journal Voucher” 
should be a “JV.” 

2. Department abbreviation  
 Abbreviations must be clearly distinguishable from one another, i.e., Sociology 

must be abbreviated as SOC and Social Work as SW.  
3. Initials or name of the form initiator 

 This is the person to whom the form will be returned after FBO processes it. 
4. Name of the person the form is about, if applicable, or other subject keywords, if not 
5. Value or date of the form (as applicable) 

 
• Example 1: A “Payment Request” for $100.00 to Ada Lovelace, initiated by Marcus Aurelius in 

Sociology, would be named as follows: 
1. PR, SOC, MA, A.Lovelace, $100.00 

• Example 2: A “Labor Personnel Action Form” effective 12/1/2021, initiated by Genghis Khan in 
Social Work for Winston Churchill, would be named: 

1. LPAF, SW, GK, W.Churchill, effective_12.1.2 
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Financial Documents & Processes 
NMSU’s most current business operations and guidelines should always be followed. Information on 
these can be found at https://inside.nmsu.edu/asc/ or by contacting ASC. 

A summary of key processes current at time of press follows, but please check with ASC for questions on 
the most current practices and requirements.  

Payment-Related Signatures 

• Payment-related requests must include a payee digital adobe or original ink signature, or be 
accompanied by an email stating that the expenses are accurate to the payee’s knowledge, and 
have not been reimbursed from any other source. 

Reimbursement Pre-Approval Processes 

According to NMSU policy, PCard and Aggie Mart should be used for purchases whenever allowable.  

• The Payment Guidelines for purchase method should be carefully followed.  
• ASC requires pre-approval prior to seeking reimbursement for PCard- or Aggie Mart-allowable 

purchases that were not made with these methods.   
• Pre-approval must be obtained via an ASC ticket, and included in the expense packet sent to 

FBO. 

Employee Travel 
Employees Eligible for Travel Reimbursement 

• Faculty (including those on sabbatical and emeritus faculty) 
• Staff  
• Student Employees 

Before Making Travel Plans 

• Obtain department approval by filling out the Travel Funding Request Authorization Form 
Provide the proposed travel destination and dates, business purpose of travel and estimate of 
all costs.  

• International travel requires prior approval from International & Border Programs. Complete the 
International Travel Faculty/Staff authorization form 

• A travel advance may be requested using the Employee Travel Advance Form for up to 90% of 
the anticipated cost of lodging and meals 

• Communicate with your PCard personnel to make payment of associated expenses, like 
conference registration and airfare, through preferred NMSU payment mechanisms.  

Meals and Lodging  

• “Per diem” is a fixed daily allowance for meals and/or lodging. Lodging and meal receipts are not 
required when claiming per diem reimbursement.  

• To be reimbursed for per diem, employees must travel at least 50 miles from their primary 
official place of work.  

https://inside.nmsu.edu/asc/
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• Meal and lodging expenses must be paid out of pocket by an employee and then reimbursed on 
a Travel Expense Report. 

• For the first and the last day of travel, meal per diem is limited to 75% of the destination meal 
per diem.  

• Choosing Meal Per Diem when preparing the Travel Expense Report (TER) will display a table 
with the calculated per diem amounts (based on the destination) for the trip. Enter the numbers 
of meals (Breakfast, Lunch, Dinner) provided at the event that should be reduced from the 
reimbursement; the form will not allow the entry of more meals than the number of travel days. 
All remaining Meal Per Diem fields are computed and no entry is required or permitted. 

• Choosing Meal Reimbursement allows the entry of a total amount claimed for meals; receipts 
are expected to be submitted with the completed form. Reimbursement is limited to the 
applicable amount of per diem. 

• Lodging may be reimbursed using per diem rates for lodging plus applicable taxes or at actual 
costs for conference or meeting hotels, at hotels with established NMSU rates, or with 
dean/VP/CC president approval. 

• Lodging receipts must show a zero balance due, or be accompanied by payment method 
documentation showing the transaction. 

• Unallowable expenses charged to lodging receipts need to be deducted when preparing a TER. 

Transportation  

• Airfare can and should be purchased with PCard  
• Personal vehicle: Mileage may be reimbursed at the IRS business mileage rate using the 

Frequently Used Round Trip Mileage Table 
• Travelers may also claim fuel only (receipts are required) 

Travel Funding Request Authorization  
• This is a departmental form used to obtain approval to travel (see next page) 
• The form must include employee name, destination, departments, date of departure and return, 

and purpose of the trip 
• This form allows the department to determine the allowance per diem, lodging, meals, private 

vehicle, airfare, rental car, shuttle/taxi, registration and other expenses 
• Index and fund number must be included in order to determine the funding source  
• The form must be signed by the Department Head 
• Include this form as backup documentation when preparing the travel expense report  
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International Travel Faculty /Staff Authorization  
 

International and Border Programs (IBP) has implemented an improved way for supervisors and 
administrators across campus to manage international travel for NMSU employees and students. IBP is 
incorporating a web-based step that should further streamline and expedite the process while giving 
international travelers information to keep them safe while they carry out their NMSU work. 

This is a three-step process: 

1. Download the Employee International Travel Authorization Form and the Supplemental 
Information for Travel to a Country under a U.S. Department of State Travel Warning or Alert  

2. Forms are fillable online in Adobe. Print the forms and obtain the required signatures. Once 
required signatures have been obtained, send the hardcopy to Cindy Garrett in Hadley Hall 133. 
You can hand carry the original forms, or you can send them via intercampus mail to MSC 3445. 
DO NOT try to upload the travel forms into the account you will be creating on the OEA website. 

3. Create an account. Fill out the required fields and your travel itinerary. 

Once information is verified and the travel form(s) have been approved, you will get a follow-up email 
with instructions on how to download and print out the approved form.  

More information can be found in the following link:  

•  https://provost.nmsu.edu/international-travel-procedures/index.html 

Contact Information 

• International and Border Programs 
• Cindy Garrett, Executive Administrative Assistant 

o Phone: (575)-646-2594 
o Email: clgarret@nmsu.edu 

 

 

 

 
 

 

 

 

 

 

 

https://provost.nmsu.edu/international-travel-procedures/index.html
mailto:clgarret@nmsu.edu


Contributors: Dr. Aida Lopez, Dr. Ashley Graboski-Bauer, Stephy Medrano, Alex Villa, Melanie Smoak  6/2023 
 

12 
 

Employee International Travel Authorization Form  
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Supplemental Information for Travel Form 

 



Contributors: Dr. Aida Lopez, Dr. Ashley Graboski-Bauer, Stephy Medrano, Alex Villa, Melanie Smoak  6/2023 
 

14 
 

Employee Travel Advance  
 

An employee travel advance is available to regular faculty, regular staff, and graduate assistants. 
Advances for student and temporary employees will be considered on a case-by-case basis with 
appropriate business justification. 

• Use this form to request an advance before traveling (see next page) 

• An employee travel advance is issued to the traveler/payee. 

• Travel advances can be issued for trips up to 30 days long 
• For extended trips, an advance may be requested every 30 days and the prior advance must be 

cleared. 
• Minimum amount that can be advanced is $100 
• Advance may not exceed 90% of estimated per diem or lodging plus meal allowance 

o Use federal per diem rates for the place/dates of travel. Attach a PDF of the rates to the 
form to indicate that they are used in the calculations. 

• Payment may not be earlier than 45 days before departure date 

• A traveler on an extended trip may request an advance every 30 days and must clear the prior 
advance at the end of each 30 days. 

• When an advance is requested based on actual lodging costs, documentation showing the daily 
lodging rate and total estimated lodging expense is required. 

• An employee may only have one travel advance issued and outstanding. 

• Lost or stolen advances are considered a personal loss and must be repaid by the employee to 
whom it was distributed. 

• Complete all the information on the form 
• Obtain appropriate signatures 
• Submit a ticket in Aggie Service Desk in order to be processed 

The request for an employee travel advance can be prepared and submitted at any time prior to the 
departure date; however, the check will not be issued earlier than five (5) days before the departure 
date, and must be cleared within ten (10) working days upon return from travel. If circumstances require 
additional time to clear an advance, the Travel Office should be notified. 

Upon completion of the trip, the advance amount must be included on the Travel Expense Report and 
deducted from the total amount to be reimbursed to the employee. Advances not repaid within ninety 
(90) days after completion of a trip, either by submitting a Travel Expense Report with the advance 
deducted from the travel reimbursement or by repaying the advance with personal fund, will be 
deducted from an employee’s NMSU pay. Travel expense reimbursements submitted after 90 days 
(from return of travel) are considered taxable and will be reported to the Payroll office for tax collection. 

 

http://travelreport.nmsu.edu/
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Student Team Advance  
 

It is strongly encouraged, for the benefit of the travelers and sponsors, that a Team Travel Authorization 
be submitted to the Travel Office prior to departure for all student team travel. Travel authorization 
forms are required when a travel advance is being requested. The authorization number should be 
referenced on all subsequent documents. If a trip is cancelled, notify the Travel Office so the 
encumbrance can be released. 

Team sponsors or other NMSU employees traveling with a team may elect to include their lodging and 
other expenses in the team authorization request; those who elect to do so will be subject to all team 
travel procedures and will not be eligible for per diem reimbursement. If not included with the student 
team’s authorization, employees should follow normal reimbursement procedures. 

Student Team Reimbursement Procedures 

All student team Travel Expense Reports must be complete and comply with the following: 

Team lodging must be reimbursed at actual cost supported by itemized lodging receipts. Student teams 
may elect to claim reimbursement of meals in one of the following three ways: 

1. Actual meal costs, as long as the actual meal costs are less than the allowable per meal per diem 
for the destination, and receipts for actual meal costs are submitted. 

2. Meal /per diem, as long as form signed by the student or staff receiving meal per diem 
evidencing receipt of the meal per diem amount is submitted. Team members must sign each 
day for receipt of a meal allowance. 

3. A combination of actual meal costs and per diem reimbursement. The total allowable 
reimbursement for meals (whether receipted, reimbursed through per diem, or a combination 
of receipted and per diem) is based on destination and cannot exceed in total the per diem rate 
allowed per destination. If the city or county destination is not listed, the standard (CONUS) 
meal rate must be used. For partial-day travel, see section 5C.50.10. 

The method of transportation must be indicated on the Travel Expense Report. Mileage may be 
reimbursed for use of a private vehicle supported by odometer readings, NMSU standard mileage, or 
mapquest.com. No reimbursement can be claimed for use of an official University vehicle. 

All expenses for team travel must be receipted. Tips and/or gratuities related to travel such as bellhop, 
laundry, bus drivers and maid service will require a receipt, which must be signed and dated by the 
recipient and witnessed by a member of the travel party. Meal tips must be receipted and cannot 
exceed 25% of the meal cost. 

If a travel advance was issued, submit all required receipts and signature sheets. Cash remaining after 
the trip should be deposited at Accounts Receivable; contact the Travel Office for the index number. The 
cashier’s receipt should indicate the sponsor’s name and authorization number. Attach all receipts, 
advance deposit receipt and signature sheets to the Travel Expense Report. All cash advances should be 
cleared within ten (10) working days upon return from travel. If circumstances require additional time to 
clear advances, contact the Travel Office for alternative arrangements. Team travel advances not repaid 
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within ninety (90) days after completion of a trip, either by submitting a Travel Expense Report to clear 
the advance or by repaying with personal funds, will be charged to the departmental index indicated on 
the advance request; sponsor remains responsible for clearing the advance by completing a Travel 
Expense Report. 

Team Travel Advance 
Team travel advances are only issued to an NMSU employee who is considered the team sponsor for the 
travel event.  

Team Travel Advance requirements: 

• An approved Team Travel Authorization is required. 
• A list of all team members/attendees is required. 
• A sponsor may only have one travel advance issued and outstanding. 
• Lost or stolen advances are considered a personal loss and must be repaid by the sponsor to 

whom it was distributed. 
• In calculating the advance amount, lodging, meal expenses, and baggage fees for team members 

and related staff are allowed. 
• Travel advances cannot exceed estimated lodging, meal expenses, and baggage fees. All 

requests must be supported by documentation estimating lodging and meal expenses. Meals 
and lodging expenses prepaid by any method/source or included in the event must be 
documented in the estimate and deducted from the advance amount being requested. 

• Per Diem for sponsor/employee electing not to be included as part of the team may not be 
commingled with the team expenses in calculating the advance. 

• Itemized meal receipts and lodging receipts by room number and occupant should be retained 
by the sponsor receiving the advanced funds. 

• Meals do not require receipts if team members are issued and sign for a meal allowance, not to 
exceed the daily meal rate per day per person for the city or county of destination. All required 
receipts and signature lists should be submitted with the Travel Expense Report. 

• Meal tips (including automatic gratuities) must be receipted and cannot exceed 25% of the meal 
cost. 

• Travel advances will not be issued earlier than five (5) working days before the departure date 
and must be cleared within ten (10) working days upon return from travel.  

• Advances not cleared within ninety (90) days after completion of a trip will be charged to the 
department index provided on the advance request; sponsor remains responsible to clear the 
advance. If circumstances require additional time to clear advances, contact the Travel Office for 
alternate arrangements. 

• Upon completion of a trip, the team sponsor must prepare and submit a Travel Expense Report. 
When processing the Travel Expense Report, the Travel Office will be responsible for charging 
the department and clearing the team travel advance. 
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Group Activities Insurance Application  
 

This is a pay by event Group Activities Insurance Policy that provides primary, no-deductible coverage 
for students and non-employees participating in NMSU officially sanctioned/supervised activities, field 
trips and on-campus events or camps. The rate for coverage is $0.19 per person, per day. 

• A Group Activities Insurance Application must be completed and submitted for fiscal monitor 
review at least two days prior to the start date of the activity.  

• Complete all the information on application 
• Include the signature of a Department Head or Activity Leader 
• Submit a ticker in Aggie Service Desk and attach form and supporting documentation if required 
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Travel Expense Report Instructions (TER) 
 

Before preparing a travel expense report, make sure that: 

• You provide all the receipts. 
• Attach the receipts the TER packet separately from the generated forms below (only for those 

that apply). 
• Attach all other backup documentation such as conference agenda, conference flyer, flight 

itinerary, travel funding request authorization form, international travel faculty/staff 
authorization form (if applicable), and employee travel advance form (if it was received for the 
trip). 

More detailed instructions can be found in the following link: 
https://travelreport.nmsu.edu/instructions.html 

Please see the following steps to prepare the travel expense report:  

1. Do not use Internet Explorer. 
2. Start filling out the traveler and department information. 
3. Enter advance information if it applies. 

 

https://travelreport.nmsu.edu/instructions.html
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4. Under travel expenses, select meal per diem and it will be automatically calculated. You can also 

select meal reimbursement if that is less than meal per diem (receipts will need to be attached 
as backup documentation in a blank sheet of paper).  

 

5. Lodging can be claimed per diem or actuals. Select the option that best applies for you. In case 
of claiming lodging reimbursement actuals, you will need to attach the receipt as backup 
documentation.  
 

6. Enter transportation information according to the options that appear on this section. For 
mileage reimbursement, use the NMSU frequently used round-trip mileage figures if it applies. 
In case you are not using these figures, attach a Google map that shows the miles traveled and 
multiply the miles by the current mileage rate.  
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• Mileage rates are updated each January 1.  
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7. After filling out everything, click calculate travel expenses.  

 
8. Finally, add the funding (index, fund and account number), and add comments if necessary.  
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Frequently used round trip mileage table  
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Funding Request Form (FRF) 
 

• This form is to be used by the departments only when requesting funds from the dean (see next 
image)  

• Provide a quote or estimate the costs as close as possible   
• Describe the purpose of the funding needed 
• Include the index that would be used (if known) 
• Send the request to the FBO team to get the approval.  
• The FBO team will review. If approved, they will return the document to the requestor.  
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Direct Pay (DP) for Vendor Payments 
 

• Use this form for vendor payments that do not require a purchase order. 
• In section 1, fill out the requestor information such as name, department, phone, and e-mail 

address 
• In section 2, specify the vendor information such as the vendor’s name and ID. If the vendor 

does not have an ID, submit a new vendor request form 
• In section 3, specify the payment type: 

o Enterprise/National Car Rental 
o Fees 
o Legal Services 
o Library books and periodicals 
o Memberships 
o Postage/Shipping (outgoing) 
o Sodexo/Catering 
o Utilities 
o Wright Express (WEX) 
o Other (specify)  

• In section 4, specify the business purposes and the payment details. Enter the appropriate 
index, fund, account code and the total amount.  

• Attach backup documentation 
• Obtain appropriate approvals from the Principal Investigator/Dean or Designee and send to the 

FBO team for approval.  
• The FBO team will return the approved document to the initiator. 
• The initiator is responsible for submitting a ticket in Aggie Service Desk 
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Payment Request Form (PR) 
 

Note that ASC requires the Payee sign this form using a wet (real ink) or certified (time-stamped) digital 
signature, or the PR must be accompanied by an email from the Payee stating that the charges are 
arcuate to their knowledge, and they have not already been reimbursed for them from another source. 

• Use this form for all payments in which vendor pre-registration is not required. 
o Note that new vendor registration is now initiated through Aggie Mart (AM), not a form. 

• In section 1, fill out the requestor information such as the requestor name, department, phone 
and e-mail address 

• In section 2, fill out the payee information such as the payee ID, name, address, state, e-mail, 
phone, city and zip code 

• In section 3, fill out the payment type. Check the one that applies: 
o Employment Related Payment (Include Student Employment) 
o Student (Non-Employment Related) 
o Other Payee (Not paid to NMSU Student or Employee)  

• In section 4, indicate the funding source such as the index, fund and account number along with 
the total amount to be paid 

• Attach backup documentation 
• Obtain appropriate approvals from the Principal Investigator/Dean or Designee and send to the 

FBO for approval 
• The FBO team will return the approved document to the initiator 
• The initiator is responsible for submitting a ticket in Aggie Service Desk 
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Foundation Voucher (FV) 
 

• Use this form when requesting reimbursement from foundation funds  
• This form requires approval from the department head and the dean 
• Once appropriate signatures have been obtained, route to FBO for review and approval  
• Document will be returned to department  
• Department will submit to NMSU foundation for processing 
• Dove Hall, Room 212 
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Software Purchases & ICT Pre-Approval Form (ICTPA) 
Currently, the preferred mechanism for software purchases is via an NMSU funding mechanism, e.g., 
PCard. Reimbursement for software purchases made through non-preferred methods may require 
ASC pre-approval.  

Before making a purchase of any information technology, there should be a pre-approval from ICT. 

• Fill out the Procurement of Information Technology (Pre-Approval Request) 

• This form is required prior to the acquisition by purchase of any information technology, including 
software. It is te intent of NMSU to manage tack information technology purchases in order to take 
advantage of cost-effective purchase options to support the majority of campus computing needs. 

• Complete the form and route to FBO for Dean-level approvals.  

• When approved, send via email to itacquisition@nmsu.edu Once ICT returns the form approved, the 
purchase can be made. 

• This approved form should also be submitted as backup documentation if paid with PCard or if it is being 
reimbursed through a payment request. 

• This form is available in the Administration and Finance website: https://inside.nmsu.edu/fbs/forms/ 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
Procurement of Information Technology Pre-Approval Form (ICTPA) 

mailto:itacquisition@nmsu.edu
https://inside.nmsu.edu/fbs/forms/
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Aggie Mart 
 

In 2022, HEST was been onboarded to the Aggie Mart (AM) 
system. AM is intended to be used for purchases and purchase 
orders (POs) whenever possible.  

New employees need to be assigned a role within AM in order 
to have access to the system. Forms for access and training 
tutorials can be found here: 
https://inside.nmsu.edu/asc/aggiemart/   

After access to AM has been processed, the launchpad link at 
https://portal.nmsu.edu/group/mycampus/home  can be used 
to log into the system.  

For further information on any process below, please check with FBO, an AM point of contact from their 
website, or ASC. 

Purchases in Aggie Mart 

If a vendor has a catalog in AM, purchases should first be attempted through Aggie Mart, rather than 
PCard. However, PCard (procurement card) can be used without pre-authorization if: 

• An item is not available via the vendor’s AM catalog. 
• The purchase amount does not meet the vendor’s shipping minimums within AM. 

ASC will review PCard purchases and documentation for compliance with applicable policies, including 
these exceptions. To use PCard in other situations, place a PCard use request with ASC and wait for 
further information. 

If a vendor has a catalog in AM, they will have an icon under the Catalog section of the Shopping 
homepage, as shown below. New vendors and product availability within catalogs may be added at any 
time, so make sure to check this section before proceeding with PCard purchases. 

 

https://inside.nmsu.edu/asc/aggiemart/
https://portal.nmsu.edu/group/mycampus/home
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Search a vendor’s catalog and add desired items to one’s cart. When finished, complete the vendor’s 
website process until you return to AM. Then, click the “Proceed to Checkout” button to assign account 
code, funding, and other details for the purchase(s).  

 

• Purchases will require a business purpose description, a funding index, and may need other 
information.  

• Some components, like account code, may automatically populate based on purchase or 
preceding information. 

• Make sure to verify that account codes are specific and correct. For grants, make sure 
the expense is allowable. Check with FBO before purchase if there are any questions. 

• Expenses can be split across multiple indices based on % of quantity or % of price. 
• Be prepared with the relevant information if intending to split transactions. 

Once this information has been entered, the cart needs to be “assigned” to an FBO staffer for review 
and approval.    

Specific FBO staff members handle different carts, at time of press, as follows:  

• Mandy Rivera: carts for SOC, NURS, CD, KINES, and TPAL units  
• Melanie Smoak: carts for Dean’s Office, SW, CEP, BEST, and PHS units 

Check with FBO for updates to this workflow. FBO will review the purchases and approve or return the 
cart for further information. After FBO processing, the cart will go to ASC for next steps. Shoppers will 
receive automated processing notifications from AM, and are responsible for following up on their 
purchases for delivery, returns, etc. 

Purchase Orders Through Aggie Mart 

AM should be used to initiate purchase orders (POs) whenever possible. This process can be started by 
clicking the “Non-Catalog Item” link, which is available via Quick Links or at the top of the “Shop” page, 
as shown below.  
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This will start the vendor look-up process. Vendor IDs can also be verified in Banner or through an Excel-
format list available in Analytics.  

• If a vendor is not listed under the criteria entered in AM, the option to “Request New Vendor” 
will appear above the search bar. This can be used to initiate the vendor registration process. 

• If a vendor is verified as having an NMSU ID but does not appear in the AM vendor system, 
please notify your FBO AM contact, and then you may initiate a PO via Banner. 

 

After selecting an existing vendor ID and entering basic item information for the PO (see below), click 
“save.” This assigns a requisition number and adds the requisition to your cart. 

• Include only one vendor per cart.  

Once in your cart, you may click “proceed to checkout” to add further details to the PO. At this step: 

• Invoices can be attached. 
• Requisitions will require a business purpose description, a funding index, and may need other 

information.  
• Some components, like Org #, may automatically populate based on preceding info like 

funding index. 
• Be sure to change the account code from the default “miscellaneous” option. 
• Expenses can be split across multiple indices based on % of quantity or % of price. 

 Be prepared with the relevant information if intending to split transactions. 
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• Requisitions will require a business purpose description, a funding index, and may need other 
information.  

Administrative Assistants are responsible for initiating and submitting purchase orders according to the 
department needs.  

• It is important to note that the FBO team do not initiate POs. 
• If POs are using dean’s funds, a Funding Request Form (FRF) should be approved prior 

submission.  
o Certain units may also request the FRF for information to precede other purchase 

situations. Check with your unit for details. 
• The FBO team will review account codes, funding source, balance availability, and backup 

documentation. 
• Once approved by the FBO team, the PO will be routed for further processing, according to 

college workflows.  
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Procurement Card (PCard) 
 

Cardholder Responsibilities  
PCard purchases should be made in accordance with the following procedures, unless an exception has 
been granted, in writing, by the PCard Office. Exceptions are requested and granted through ASC. 

https://inside.nmsu.edu/asc/ 

PCard Limits  

• $3,000 per transaction  
• $10,000 per month 
• Purchases of equipment (exceeding $1,000 per item) are not allowed 

Request for Monthly Credit Limit and Per Transaction Increases 

Temporary increases may be approved by the PCard Administrator on a case-by-case basis. If a 
Department requires an increase, an email should be sent to PCard@nmsu.edu detailing the 
circumstances for the temporary increase. 

Exceptions 

Temporary exceptions may be approved by the PCard Administrator on a case-by-case basis. If a 
Department requires an exception, an email should be sent to PCard@nmsu.edu detailing the 
circumstances for the temporary exception request. 

Taxes 

NMSU is tax exempt on purchases of goods; however, the University does pay tax on services and 
rentals. It is the Cardholder’s responsibility to notify the vendor of tax-exempt status and obtain a 
refund if tax is incorrectly charged. 

Disputes/Credits/Fraud 

•  It is the Cardholder’s responsibility to contact issuing bank immediately to report fraud or 
disputed transactions. 

•  The Cardholder should ensure credits received from the issuing bank are applied to the correct 
Index and account code 

Lost/Stolen Cards 

• Cardholders must call the issuing bank immediately and notify Procurement Card Coordinator in 
the event of a lost, misplaced or stolen card. 

Failure to make timely notifications could result in the department being responsible for unauthorized 
transactions.Returned Merchandise 

https://inside.nmsu.edu/asc/
mailto:pcard@nmsu.edu
mailto:pcard@nmsu.edu
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• Cardholders are responsible for ensuring a credit is received and applied to correct index and 
account code. 

Maintenance and Retention of Procurement Card Records 

• Receipts are required for all PCard transactions and must be maintained by the department per 
cardholder. Cardholders shall follow RMR retention guidelines for PCard receipt imaging. 

• Retention guidelines can be found on https://inside.nmsu.edu/rmr/  

• In the event that a receipt cannot be obtained, a missing receipt form 

PCard Transaction Processing 

• Cardholders have 6 calendar days from the date of PCard system notification to reconcile a 
statement in the PCard system. If the statement is not processed within the allotted timeframe, 
the statement will be forwarded to the designated approver and the cardholder will receive a 
delinquency notice. 

Receipt Attachment 

• Cardholders shall submit into PCard system a receipt imaging packet that includes issuing bank’s 
coversheet, cardholder statement and vendor receipts for every statement cycle with activity. 

Employment Status Change 

• Upon termination of employment, change to temporary status or transfer to another 
department, the PCard must immediately terminated. This can be done by completing 
the Procurement Card Maintenance form and submitting it electronically to PCard@nmsu.edu. 

Declining Transactions 

• Only decline transactions in the PCard system that are unallowable purchases 

• Enter a description of the reason for the decline for each declined transaction. 

Approvers and Backup Approvers Responsibilities 

A PCard Approver/Backup Approver has responsibilities for reviewing and approving cardholder 
statements in the PCard system. In addition to the previous procedures, the following apply to 
Approvers/Backup Approvers. 

Deadline Transactions 

If a statement is forwarded to the Approver, for which a cardholder missed the deadline, it is the 
approver’s responsibility to enter a purpose, account, index, and description into the PCard system. 

https://inside.nmsu.edu/rmr/
http://pcard.nmsu.edu/pcard_forms/
http://af.nmsu.edu/wp-content/uploads/sites/4/2014/01/PCA-Procurement-Card-Maintenance.pdf
Melanie Smoak
broken link

Melanie Smoak
broken link
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Additionally, the Approver/Backup Approver should submit the receipt imaging packet into the PCard 
system. 

PCard Transaction Processing 

An Approver has 7 calendar days from the date of PCard system notification to review and approve a 
statement. 

A subordinate should not be officially assigned as the approver of the transactions of their direct 
supervisor. 

An approver should be an individual with sufficient knowledge of the type of business that the 
cardholder conducts, in order to add value to the approval process and ensure purchases are 
appropriate. 

An individual may not be the final departmental approver of his or her own PCard transaction. 

Receipt Attachment 

Approvers/Backup Approvers should ensure the receipt-imaging packet submitted into the PCard 
system includes issuing bank’s coversheet, cardholder statement and vendor receipts and is legible and 
properly attached. 

Fiscal Responsibilities 

If a transaction is declined as unallowable in the PCard system, an email must be sent to the PCard 
Administration by the decliner to notify of unallowable transaction and a receivable will be set up in the 
Cardholder’s name. The Cardholder will be notified of the unallowable transaction and balance of the 
amount due. It is the Cardholder’s responsibility to remit payment for the unallowable charge. 

If a vendor applies tax to a purchase, the amount of the tax must be split from the remaining 
transactions. The Cardholder is responsible for receiving a credit for the tax and ensuring it is applied to 
the correct index and account code. 

If a purchase needs to be applied to multiple index numbers or account codes, the transaction can be 
split in the PCard system by amount or percentage during the reconciliation period. 

PCard Restrictions  
 

The following information comes from the PCard manual; however, the most up-to-date business 
operations and procedures can be obtained from ASC and may differ.  

Unallowable Purchases 

The following are examples of unallowable and restricted purchases on any University account. The list 
should not be considered all-inclusive but merely a guide for purchases that are not allowed. 
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• Purchases of any product or service from a vendor that would violate an exclusive or semi-
exclusive supply and price relationship established by Central Purchasing 
Office (http://purchasing.nmsu.edu/pricing_agreements/) 

• Retirement gifts – restricted to commemorative items with a maximum value of $100.00 
• Annual fees on credit cards 
• Donations 
• Holiday decorations 
• Alcoholic beverages (except for resale) 
• Tickets for athletic or entertainment events 
• Personal care products 
• Occasion cards, flowers, and gifts (condolence, birthdays, going away parties) for personal or 

business occasion/events 
• Compensation for personal service 
• Fines, Penalties 
• Items for personal gain or use 

PCard Restricted Purchases 

• Expenses associated with lobbying efforts, unless specifically approved for an individual 
cardholder 

• Travel-related expenses, other than airfare (example: hotel, car rental, gas, meals, train fare, bus 
fare, and internet connections). 

• Registration fees paid to another NMSU unit (example: Las Cruces Campus to Alamogordo 
Campus) 

• Cash advances 
• Employee awards directly related to employment (example: plaques, gift certificates). 
• Internal purchases to NMSU other than the approved food vendors 
• Multi-year service agreements or formal contracts 
• Rental and lease agreements for facilities or equipment (example: hotel or meeting rooms 
• Professional services with terms and conditions and/or agreement 
• Prepayments and deposits 
• Reimbursement for loss or damage to personal items 
• NM gross receipts taxes on goods 
• Agency fund purchases 
• Employee uniforms and clothing 
• Furniture or equipment equal to or greater than $1,000 
• Gasoline 
• Gift cards* 
• Under no circumstances should a PCard be used for materials or services used in building, 

altering, repairing, installing, demolishing or similar work on buildings, facilities or structures. 
https://PCard.nmsu.edu/restrictions/ 

*PCard policies surrounding gift card purchases have changed. Gift cards can be purchased with PCard 
with pre-approval from ASC and compliance with other applicable rules and regulations. See the “Gift 
Cards” section of this manual for more information.   

 

http://purchasing.nmsu.edu/pricing_agreements/
https://pcard.nmsu.edu/restrictions/
Melanie Smoak
broken link

Melanie Smoak
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PCard Cycle Times 
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Gift Card Purchases 
Gift cards must be acquired through an NMSU funding mechanism and are to be used for participation 
incentives, prizes, and awards only. Currently, PCard is the usual method for purchasing gift cards, 
regardless of whether they are physical or digital, but Aggie Mart may be an option if gift cards are 
included in a vendor catalog. Detailed NMSU rules and regulations regarding gift cards can be found in 
the Business Procedures Manual (BPM) and from ASC. Some of these key guidelines include: 

Gift card or gift certificate reimbursements are not allowed. Gift card or gift certificate items are not to 
be awarded to employees or Nonresident Aliens and cannot be used for the payment of services or 
other tax reportable transactions. Examples of appropriate gift purchases include an incentive for 
students to complete a survey or sell the largest number of tickets to an event. 

The IRS considers gift cards and gift certificates to be cash equivalents, therefore control measures must 
be in place by the issuance area to ensure proper use and departmental accountability.  Issuing areas 
should review and ensure the following: 

1. Participants are not frequent gift card recipients, minimizing the risk of non-compliance with IRS 
tax reporting regulations.  Multiple gift cards should not be given to the same individual during a 
calendar year. 

2. The individual making the gift card purchase is accountable for the safekeeping and appropriate 
documentation of the cards, including the distribution to the recipients. 

3. Gift card purchases are restricted to the purchasing card single transaction limit in amounts of 
$25.00 or less per individual gift card. 

4. Unused gift cards will be accounted for. 
5. Academic-based gift cards impact a student’s financial aid, therefore cards purchased are not to 

be distributed for academic gifts or awards. 

 A recipient log must be used to document the card issued, dollar amount, name and contact 
information of each recipient.  The recipient log is to be maintained at the department and submitted to 
Accounts Payable, accountspayable@nmsu.edu, once all cards are distributed. 

Digital/E-Gift Cards 

For e-gift cards, it is best to check with FBO well in advance of when they will be needed. We are always 
acquiring new information on general and vendor-specific processes and will be able to offer the best 
help if we are consulted early on.  

Some general tips: 

• To purchase e-gift cards, an initial delivery email will be needed be listed. 
• E-cards arrive in a format that can be emailed to participants. Specifics will vary but keep this info 

in mind for distribution planning. 
• All NMSU and agency rules regarding gift cards apply whether they are physical or e-cards. 

o NMSU limits gift cards to ≤$25 per card, per person, per event.  
o NMSU requires a receipt and tracking of each gift card as it is distributed.  
o Gift cards are treated like cash and any leftover gift cards must be paid back. 

mailto:accountspayable@nmsu.edu
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o See the NMSU Business Procedures Manual (BPM) for rules and regulations. 

Requesting a PCard Exception to Purchase Gift Cards 

All purchases of gift cards require PCard pre-approval. Under no circumstances can gift cards be 
purchased with a PCard without special advanced permission in writing. The process is the same for 
physical or digital gift cards, though for the latter, explanation should be sure to address distribution and 
accountability practices on par with those applicable to physical gift cards. Administrative personnel 
should help as applicable with making the PCard use request to purchase gift cards. 

Please use the ‘PCard Limit or Use Request’ template in ASC to submit requests related to purchasing 
gift cards with PCard.  

• Please check with FBO before placing the request if it is for restricted funds, the first time you 
are placing the request, for a new vendor, or if you have any questions. This will let us guide you 
through the process for the smoothest outcomes. 

• It is strongly recommended that gift card requests be prepared with “reusability” in mind—i.e., 
language indicating that cards will be purchased in batches up to a maximum amount. 

o This is because it is advisable to distribute all cards before more buying more, and 
language about batches will reduce the need to make a new PCard use request ahead of 
each purchase. 

• When completing the template, make sure to describe: 
• How many cards may be purchased at a time and in what denomination(s) each.  
• How many cards may be purchased in total, and their total value. 
• The business purpose of the cards. 
• How the cards will be distributed and documented, including the purpose and the maximum an 

individual might receive. 
o For e-gift cards, make sure to describe processes comparable to those required for 

physical gift cards. 

Provide cardholder full name _____________________________________   

Please answer the following questions as applicable: 

1.  Reason for request? 

2.  What is being purchased? 

3.  What is the business purpose of purchase? 

4. If request is for a limit increase, is request: 

         a.  for a single transaction purchase? _____________ Amount? $___________________ 

         b.  for a monthly limit increase? ___________ Amount of increase? $______________   

         c.  estimated purchase date ______________  

5.  Why can't a purchase order be issued? 

6.  Does the purchase require a contract or agreement?  _______  
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           If so, please attach all supporting documentation including quote. 

If granted, the full PCard request must be provided to the PCard reconciler, to be submitted as 
documentation with the purchase statement.  

Failure to follow these steps completely and in the correct order (i.e., exception granted before purchase) 
will result in a PCard violation. 

If you have any questions concerning the ‘PCard Limit or Use Request’ template or 
submission process, please check with RBC or email asc@nmsu.edu or call the Aggie 
Service Center (ASC) 575-646-2000.Journal Vouchers (JVs) 
 

A journal voucher is used to correct errors on Banner FOPAL index and account code or to transfer 
revenue or non-payroll expenses from one index or account code to another. 

• If departments detect an error in an index or account code, they must communicate with the 
FBO team in order to correct the error with a JV. 

• Departments should prepare the JV and upload the Excel file and a PDF printed from it to the 
FBO Share Point for approval.  

o Departments should use a JED form unless otherwise instructed by FBO. 
 This form does not require fund number information. 

o Backup documentation, such as Banner screenshots or E-print reports, should be 
included in the PDF.  

o JVs submitted via ASC must utilize the Banner ID of someone with JV Banner access. FBO 
will work with initiators on this during the JV process and advise as needed. 

• Once the JV is reviewed and approved by the FBO team, both files will be returned to the 
initiator/department. They are responsible for submitting a ticket in Aggie Service Desk. 

• The FBO team will also communicate with the departments in case they find errors in the indices 
or account codes so the department can initiate a JV to correct it. 

• Aggie Service Center will not process any JV without FBO Director approval. 

 

 

 

 

 

 

 

 

 

mailto:asc@nmsu.edu
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The Journal Voucher Form with instructions can be found in the Administration and Finance Forms 
website: https://inside.nmsu.edu/fbs/forms/  

Journal Voucher Electronic Processing (Excel File) 

 

 

 

 

https://inside.nmsu.edu/fbs/forms/
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Journal Voucher Example 
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Journal Voucher Backup Documentation Example 
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Aggie Service Desk Quick Reference Guide 
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Earnings Report Reconciliation   
The earnings reconciliation is very important for projects and departments in order to keep track of the 
active employees, the salary and operating expenses, the year to day activity and the budget available. 
Reconciling helps departments to determine if they have available budget or if they would need 
additional funds.  

• The FBO team is in charge of reconciling earnings on a monthly basis. 
• Every month, the RBC team will send an email to the departments with the earnings 

reconciliation for their perusal. 
 

Reconciliation Instructions  

Analytics/COGNOS 

1. Log into Analytics/Cognos. 

  

2. Using the “Portal Navigation” option, go to “Administration and 
Finance Sub Tabs,” then to “Administration.”  

  

 

 

 

 

Analytics can be accessed via 
my.nmsu.edu or other links. 

To pull the labor report for reconciliation, start from Portal Navigation, and go to Administrative and Finance Sub Tabs >>> 
Administrative. 
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3. Find the HR-LD-287B Labor Expense Detail (Admin) report.
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4. Select the dates according to the month you are reconciling & enter the account indexes or the 
organization code.  

 

5. Click finish and the report will look like the image below. 
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6. Click on the HTML icon, then select view in excel options and view in excel 2007 Data/Format 

 

7. Once you have the excel spreadsheet, keep the following columns: 
a. Name 
b. ID 
c. ECLS 
d. Position/Suff 
e. FY 
f. Cal. Yr. 
g. PICT 

h. Pay No 
i. Account Index 
j. Account 
k. Labor Amount 
l. Document Date 
m. Transaction Date 

 
8. Go to Data and click Sort. 
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9. Sort by account index, account, and name (use this order). 

 

10. Add Subtotals of the same parameters (account index, account, and name). This should result in a 
report as shown below.
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E-PRINT 

1. Go to https://eprint.nmsu.edu/cgi-bin/eprint.cgi 
 

2. Select the ZAFGRBD report  

 
 

3. Select the month you are reconciling and click on the magnifying glass 

 
 

4. Search by Index, Org or fund number. Type this number in the search section and click Go 

 
 
 
 
 
 
 
 
 

https://eprint.nmsu.edu/cgi-bin/eprint.cgi
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5. Download the document as PDF file 

 

6. The E-Print report will look like the images below. Verify that E-Print and Cognos/ Analytics 
match with Banner 
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BANNER 

1. For unrestricted and Foundation indices, go to FGIBDST in Banner. For grants, go to FRIGITD. 
2. Enter the index number and unclick “include revenue.” 
3. You will get the following screen where you will be able to see the budget, YTD activity, 

commitments, and the available balance. 
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4. Make sure that Cognos/ Analytics, E-print and Banner match for your reconciliation. The YTD 
activity amount for each account code should match with your earnings report 

Human Resources Documents 
HEST utilizes both internal and external processes for Human Resources documents and procedures.  

Electronic Labor Redistribution (ELR) 
 

HEST uses an internal ELR Table form as part of its processes for Electronic Labor Redistributions (ELRs). 
ELR tables must be completed and routed to FBO via Share Point as part of the ELR entry and approval 
process.  

Labor Distribution pertains to funds (Indices/FOAPALs) that pay for an employee salary. If the original 
funds (Indices/FOAPALs) to which an employee’s pay was charged needs to be changed after-the-fact, a 
Labor Redistribution Form using Banner Employee Self-Service will need to be processed within 90 days 
of the pay date.  

HEST ELR Table & Process 

To initiate an ELR, complete an ELR table to outline the intended changes. The ELR table template can be 
found on the HEST FBO SharePoint or requested from FBO. 

• A table should be completed for each position and series of changes to be made. If the exact 
same “from-to” changes will be applied across more than one pay period, those pay periods can 
be listed in the same table.  

• All suffixes to be impacted must be outlined in the ELR table, so that it is clear what to review 
for in the computer system. 

• The initiator should complete the ELR table and route it for impacted PI, supervisor, and 
employee acknowledgements and approvals.  

• When all signatures have been obtained, the initiator should enter ELRs entered into the 
computer, and then submit the tables to FBO as notification to review the pending changes. 

o Do not wait for FBO to return your tables to enter the ELRs.  
• ELRs will be reviewed according to the table information and applicable budget documents on 

file with FBO, and approved or returned for changes as appropriate.  

 

 

 

 

 

 

HEST ELR Table Form 
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Labor Redistribution Business Rules 

• The Electronic Labor Redistribution process changes applied labor expenses only. Future 
changes to an employee’s job labor redistribution will need to be done via a Labor Personnel 
Action Form.  

• Fringe is automatically changed by the system to coincide with the labor. 
• Earn codes that can be changed on a Labor Redistribution Form are listed 
• Earn codes that cannot be changed on a Labor Redistribution Form are listed 
• Redistribution can only be made to completed transactions with a disposition code of “70, 

Complete.” Disposition codes are listed 
• An approver cannot approve an action that they initiated 
• Account codes should not be changed through the electronic labor redistribution 
• Comments area should be completed with the reason for change. Changes beyond 90 days of 

the pay date require justification in the comments area. 
• Authorized approvers and their designees are determined by the Signature Authority Database. 
• Security access to employees in the Electronic Labor Redistribution is based on HR access in 

Banner.  
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The electronic labor redistribution form allows changes to labor expense on-line. The redistribution will 
then route electronically for approval and once approved will feed to Banner Finance. Labor 
redistributions are initiated and approved within Employee Self-Service Labor Redistribution application. 
The new process eliminates the payroll department from the routing and input process.  

Users in the initiator role, who have attended training and successfully completed an open-book 
assessment covering the business rules, will be granted access. Authorized approvers and their 
designees are determined by the Signature Authority Database in accordance with the Signature Policy.  

The primary advantage of the electronic process is the ability to track the form in the approval process 
through the Routing Queue.  

Roles and Responsibilities  

Initiator: an individual with security access to originate a labor redistribution for employees within their 
organization. 

 

The requirements to become an initiator are: 

• Must be a regular employee, grade 4 or above 
• Must complete Electronic : Labor Redistribution Initiator Training course 
• Must pass open-book end of assessment with a score of 90 or above  
• Must submit a computer security access form to ICT 

Approver: an individual with security access to approve labor redistributions; usually a 
Dean/VP/Community College President or designee. Approvers are assigned at sequence 5. Additional 
approvers may be added on a transaction-by-transaction basis.  

Fiscal Monitors: second level approvers. For restricted funds, transactions route to SPA. For unrestricted 
funds, transactions route to AFR. 

Principal Investigators: Principal Investigators receive FYI copies of labor redistributions and should 
acknowledge the redistribution within the system within 1 week.  

Controller:  The University Controller approves all labor redistributions over 90 days old. 

Payroll: Payroll is not part of the approval process. Payroll is only responsible for processing the feeds to 
Banner.  

 

 

 

 

Logging on to Banner Self-Service 
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Searching for an Employee  

Start by utilizing the Labor Redistribution Person Search to select employees to initiate Labor 
Redistribution transactions. 

Employee payroll transactions can be found by entering their Aggie ID (Banner ID) or using additional 
search parameters to search by: 

• Last and first Name: search criteria must include both names or at least the first three 
characters of each followed by an asterisk (*). 

• Pay event, consisting of Pay Year, Pay ID and Pay Number; any combination of the Pay Event can 
be used as long as range is specified.  
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Clearing a Search 
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Selecting the Labor Distribution 
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Updating the Labor Distribution 

The Pay Period & Earn Codes panel located in the right sidebar displays the different earn codes and 
shifts for which the employee was paid in the selected pay event. In most cases, each record listed in the 
Pay period & Earn Codes panel will need to be independently updated. The Pay Period & Earn Code 
selected in the panel will display in the main workspace window.  

The Redistribution Details panel located in the right sidebar displays the details for the redistribution. 
Some of the details include the total Hours, Amount, and Percent as well as the name of the person that 
initiated the redistribution and the post date.  
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Adding Labor Redistribution Comments 

For audit purposes comments must be made to document reasons for the labor redistribution change. 
Any member of the routing queue can add coments for a transaction. Comments cannot be deleted or 
updated. Comments are required when initiating labor redistributions. Additional justification is 
required when the redistribution is over 90 days from the original pay date. Commetns are required by 
the approver when a labor redistribution is returned for correction.  

Below are the requirements that must be addressed in the comments section of the electronic labor 
redistribution depending on the age of the transfer. The justification written will vary depending on the 
individual situation: 

If a transfer is made within 90 days, requirements 1 and 2 apply; if over 90 days, requirements 1 through 
3 apply.  

1. Explain why the expense was originally charged to the index from which it is now being 
transferred. 

2. Explain why the charge should be transferred to the proposed receiving index. 
3. Explain why the cost transfer being requested is more than 90 days after the initial pay date of 

the original transaction.   
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Submitting a Labor Redistribution for Approvals 
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Adding Members to the Routing Queue (Optional) 

The system allows for additional members to be added to the routing queue. Two routing options are 
available Approve or FYI. These are over and above the standard approval queues that are required in 
accordance with the Signature Policy in Chapter 2 of the Business Procedures Manual. This process is 
only for adding the member as a temporary Approver or sending an FYI for the selected transaction.  

The sequence level 5.00 should be used when setting up a temporary Approver or sending an FYI. This 
will add an additional level 5.00 sequence to the routing.  

To add a member temporarily to a Routing Queue within the transaction follow the steps listed below. 
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Contributors: Dr. Aida Lopez, Dr. Ashley Graboski-Bauer, Stephy Medrano, Alex Villa, Melanie Smoak  6/2023 
 

100 
 

Change All 

The change function can be used in two ways- to redistribute multiple earn codes on one pay period and 
to redistribute multiple pay periods. In either case, the distributions (indices and percentages) must be 
the same on all transactions to be changed.  

Changing multiple earn codes on one pay period 

When all earn codes on a pay period need to be redistributed, the change all function can be used 
provided the indices and percentages are identical on all earn codes. If any earn codes are allocated to 
different indices or the percentages are different, you will need to update each earn code separately 
prior to submitting the labor redistribution. 
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Changing multiple pay periods 

It is sometimes necessary to make the same change to more than one pay period. This can be 
accomplished with the Change All function. The change all function can only be used on pay periods 
having the same distributions.  
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 Retrieving a Labor Redistribution to the Original Status of “70 Complete” 
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Payroll Earn Codes for Labor Redistribution 
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Earn Codes that cannot be redistributed on a Labor Redistribution 

 

 

Payroll Dispositions Descriptions 
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Labor Personal Action Form (LPAF) 
 

• LPAF is needed to change labor redistribution for future payroll (see next page) 
• Check NBAJOBS to ensure that the position number, suffix, ECLS and Org are correct on the 

hirer being affected 
• The effective date must be the 1st or the 16th of the month 
• Ensure all index percentages add up to 100% 
• Reason must state why the change is occurring  
• Post the change in the earning reports- proration of salary may be needed to calculate. 
• LPAFs involving restricted funding should include the signatures of all impacted PIs and 

acknowledgment of the employee. If an impacted employee or PI does not need to sign the 
form for any other reason (e.g., as a supervisor or initiator), they should sign in the white space 
at the bottom of the form. 
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Labor Personnel Action Form (LPAF) 
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Personnel Action Form (PAF) 
 

• The PAF is used for departments to make changes to employee records or job information  
o It is used for termination, 
o Add differential amount 
o Adjust employee’s base hourly rate 
o Adjust job start date or end date  
o Increase pay due to attainment of degree allowed per policy 
o Change department organization# 
o Change an employee’s established full-time equivalency (FTE) 
o Increase nonexempt, regular employee pay 5% due to completion of the probationary 

period 
o Change the position number  
o Change the primary shift of an employee 
o Change a working title of a position 

• All transactions require a documented reason for the change. A memo can be used as backup 
documentation.  
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Personnel Action Form (PAF) & Instructions 
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Hiring Forms and Salary Calculation 
 

The College of Health, Education, and Social Transformation uses two internal forms, the PEF 
(Preliminary EPAF) and the OAF (Overload Approval Form) ahead of the NMSU EPAF (Electronic 
Personal Action Form).  All HEST internal forms, including the OAF and PEF, can be found and should be 
submitted for FBO review via Share Point.  

• A PEF is used to hire positions within HEST.  
• For overload hires, complete the OAF and submit for approval before the PEF.  

o Once approved, the OAF must be attached to the corresponding PEF. 
• Use the Requested Base Salary Calculators for summer faculty hires and prorated GA 

employment. These calculators can be found at:  
• https://hr.nmsu.edu/managers/hrcalc/rfps.html  
o https://hr.nmsu.edu/managers/hrcalc/gaps.html  

• The most current salary and title information can be found here:  
o https://hr.nmsu.edu/general-resources/employment1/salary.html  

• The PEF and OAF (and all internal forms mentioned in this document) can be found in the FBO 
SharePoint under “Common Forms & Documents/HR”. 

Important notes: 

• Departments and program initiators fill out the PEF with the following information: 
o Employee information such as Aggie ID, position, and name 
o Hire dates, job title, FTE, annual salary/hourly rate  
o Funding source such as the index name, index, fund, and account number 

• Special collaboration and signatures are needed for hires involving cost share and 
restricted/project funding. 

o If cost share is involved, the Cost Share PI should review and sign in the cost share 
section of the PEF.  

o For other project/restricted funding hires, the PI should sign on the Principal 
Investigator (PI) line. 
 PIs cannot be the only signee for their own PEFs. 

o For PI or non-grant hires, the department chair must sign where indicated. 
• All course details requested in the PEF are required, if applicable. 

o For buyout-related PEFs, see the manual section specifically about this.  
• The preparer must specify the duties, rate calculation, funding source and supervisor in the 

space provided, if not a course-based hire. 
• Preparer must indicate that any required offer letters and transcripts are being prepared. 
• If a salary calculator was used, a PDF of the printout should be attached to the PEF. 
• PEFs are reviewed and approved according to the grant or department master list in order to 

ensure that the courses and funding amount have been approved.  
o Please make sure an updated, approved master list is submitted along with 

corresponding PEFs. Update and submit the master list for approval first, if necessary. 

https://hr.nmsu.edu/managers/hrcalc/rfps.html
https://hr.nmsu.edu/managers/hrcalc/gaps.html
https://hr.nmsu.edu/general-resources/employment1/salary.html
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• PEFs must utilize NMSU conventions and rules for position titles, account codes, and salary 
brackets. See: https://hr.nmsu.edu/general-resources/employment1/salary.html  

• Once a PEF has all been approved & signed by RBC, it will be returned to the initiator for entry as 
an EPAF. EPAFs use a central NMSU computer process. 

o Once an EPAF has been entered, notify RBC so it can be reviewed against the approved 
PEF.  EPAFs are covered in more detail in another section of this manual. 

• PEFs are posted in the earnings report for the appropriate department and index 

https://hr.nmsu.edu/general-resources/employment1/salary.html
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HEST PEF (Preliminary EPAF Form) 
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GA Salary Table

 

Staff (Exempt & Nonexempt) Salary Table 
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Student Salary Ranges 

 

Faculty (Temp Part-Time) Salary Ranges 
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Requested Base Salary Calculator (Graduate Assistants) 

Available at: https://hr.nmsu.edu/managers/hrcalc/gaps.html  

 

 

 

 

 

 

 

 

 

https://hr.nmsu.edu/managers/hrcalc/gaps.html
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Requested Base Salary Calculator (Research Faculty in Summer) 

Available at: https://hr.nmsu.edu/managers/hrcalc/rfps.html  

 

 

 

 

 

 

 

https://hr.nmsu.edu/managers/hrcalc/rfps.html
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Course Buyout for Faculty 
 

Academic year buyouts (a.k.a. course releases) are not separate hires, but a purchased portion of the 
faculty’s I&G effort, so they are a special series of steps.  

The general process for a buyout is this: 

1. Complete a PEF for the individual whose effort is being “bought out.” Route as usual for 
signatures, review, etc. 

a. Do not include an offer letter for a buyout PEF.  
b. The salary formula on the buyout PEF should reflect the academic year teaching load. 

Based on the general faculty guidelines the formula would be as follows: 
I. 9-month faculty- They teach 4 classes in the fall and spring, which equals to a 

.125 FTE.  
• Buyout salary 9-month= (9-month salary) *0.125 FTE 

II. 12-month faculty- They teach 10 classes, 4 classes in the fall and spring and 2 
over the 10-week summer. The 12-month faculty’s FTE would equal to .10 FTE. 

• Buyout salary 12-month= (12-month salary) * .10 FTE 
III. For changes or differences related to this formula, contact the FBO TEAM and 

note that documentation will likely be needed from the faculty member’s 
department chair. 

2. After the buyout PEF is approved and returned to the department, the department then: 
a. Creates LPAFs to distribute the buyout effort 
b. Routes all buyout related LPAFs to the RBC team for review and approval 

3. To request approval to use salary savings from a course buyout to pay for another person to 
cover a specific class, route both the buyout and regular hire PEF together, along with the OAF if 
applicable to the latter. These will need to be reviewed all together. 

Every buyout will need at least two LPAFs:  

a. LPAF #1 needs to assign the appropriate amount of effort to the buyout index/source. 
b. LPAF #2 is needed to set an end date to the buyout, removing the effort assigned to the 

buyout index. 
4. Once LPAF #1 is approved it can be submitted. The other(s) will be retained and returned for 

sequential submission. 
a. LPAFs need to be registered in Banner in the order in which they are to take effect. For 

instance, the first buyout LPAF needs to be registered before an “end date” LPAF can be 
submitted. 

Notes on dates for buyout LPAFs  

• All LPAFs, including those for buyouts, must have start dates that align with the standard NMSU 
pay cycles, i.e., the 1st or 16th of a month.  

• The LPAF to terminate a buyout at semester end can have a date that falls in Summer session, 
even if the faculty member is 9-month. 
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• LPAFs involving restricted funding should include the signatures of all impacted PIs. If an 
impacted PI does not need to sign as a supervisor, they should sign in the white space at the 
bottom of the form. 

 

 

Electronic Personnel Action Form (EPAF) 
 

An Electronic Personnel Action Form (EPAF) is used to originate electronic documents needed to process 
personnel actions, such as hiring transactions and changes to existing job data. 

EPAF is a Banner module that was designed to accommodate a more efficient approval signature 
process for centralized and decentralized HR operations or actions. It improves and simplifies the 
process for completing and approving a wide range of Personnel Action Forms (PAFs) for all employee 
types. 

EPAF actions are originated electronically by the various departments within the university to 
communicate employment decisions about their employees to the HR and Payroll department. They are 
then electronically routed to the appropriate approvers. Once approved, they are applied to Banner 
directly by a central process. 

EPAF is fully electronic (Web-based) and EPAF actions can be created and routed using Banner Employee 
Self-services (ESS) which is accessible through myNMSU. Access to EPAF is not granted to all NMSU 
employees; it is only for those employees who have been designated in the system as EPAF originators 
and/or approvers. 

The type of EPAF you create depends on the change you are making. Additional EPAFs will become 
available in the system as they are developed. The different types of EPAFs are classified as “Approval 
Categories”. In addition to general functions of EPAF, this document describes how to process student 
employee hiring actions in the HSHIR Approval Category. 

Here are some of the primary features/tools that EPAF provides to improve the hiring experience for 
colleges/departments: 

• Data Validation- verifies employee data entered is correct and will pre-populate fields where 
appropriate 

• Name Search- ability to input the Aggie ID or search for the ID through a name look-up feature 

• View Existing Jobs- ability to view existing jobs, university wide 

• Rehire into previous position– easily rehire incumbents into the same job within the same 
department 

• Date validation– based on the type of hire, the system will validate the date to reduce errors 
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• Reduced approval routing steps– Actions will no longer route to Employment Services for review 
and approval. Colleges/Divisions will be responsible for reviews and approvals. Actions will be 
processed into Banner for payment after only three steps from origination 

• Tracking of actions- track hiring actions submitted by you. No more paper copies to retain! 

 

 

EPAF Key Features 

Default values 

The EPAF system populates default field values based on the EPAF category selected as well as 
information obtained from Banner, such as previous job and employee record information. 

Most default values can be changed if needed, however some values are automatically populated and 
cannot be changed. Fields that cannot be changed are indicated as not enterable next to the field label. 

Default values are a benefit because they save time when completing EPAFs for the most common types 
of transactions. 

Lookup fields 

Lookup fields are used to search and select appropriate values for a field. EPAF integrates with Banner 
data in order to help find a variety of values, such as values related to employees, organizations, and 
positions. Lookup fields are indicated by a magnifying glass icon . 

Field validation (error checking) 

EPAF uses a two-stage validation check that examines entered values to determine if the values are valid 
given information about the transaction that you have provided. For example, EPAF validates effective 
and personnel dates based on the job change reason you have selected. 

If an EPAF transaction fails validation a message will display indicating the details about the failed 
validation and how to resolve the issue. There are three types of validation messages, Error messages, 
Validation messages and Warning messages. Validation messages indicated as ERROR or VALIDATION 
must be corrected in order to submit the EPAF for approval. Validation messages indicated as WARNING 
should be noted; however, you may submit the EPAF for approval if a warning message exists. 

An error will prevent you from submitting the EPAF until the error is corrected, but you can still save the 
EPAF if errors are present. 

How to access EPAFs 

What you should know before you begin the EPAF process 

As you begin an EPAF the system will require specific information about the transaction that you should 
gather ahead of attempting to originate an EPAF. Specifically, you should know the following details 
about the transaction, or obtain this information, before you create a new EPAF. 



Contributors: Dr. Aida Lopez, Dr. Ashley Graboski-Bauer, Stephy Medrano, Alex Villa, Melanie Smoak  6/2023 
 

129 
 

• AggieID (ex. 800XXXXXX) of the person to be hired * 

• Personnel date of the person to be hired (the date the person will report to work) 

• The position number for the position that will be filled 

* If the person you are hiring does not have an AggieID or they have never worked for the 
university, please complete the New Hire form on the HRS Web site 
(https://hr.nmsu.edu/documents/New-Employee-Data-Form.pdf). 

 

Access is required to use the EPAF system. Please download, complete, and route the security form to 
gain access to the system: 

https://inside.nmsu.edu/fbs/forms/  

Some job aids and tools will also help: 

Processing Toolkit – The Processing Toolkit is a collection of resources that provides details about hiring 
student employees, including information about regular and work-study employment processing using 
EPAF. 

https://hr.nmsu.edu/general-resources/toolkits.html  

Work-study Resources – Provides information about Federal, State and Crimson Scholar Work-study 
Programs at NMSU. 

Work-study Handbook: https://fa.nmsu.edu/work-study/handbook.html  

Work-study Employer Responsibilities: https://fa.nmsu.edu/work-study/employers.html  

 

Access EPAF through my.nmsu.edu using your browser 

 

Please Note: 

 

Internet Explorer is not support. We recommend alternate 
browsers such as the latest versions of Mozilla Firefox, Google 

Chrome, or Apple Safari. 

 

The EPAF system is accessible through myNMSU. The myNMSU portal allows 
you to use a single username and password to access many of the electronic 
services at NMSU. 

https://hr.nmsu.edu/documents/New-Employee-Data-Form.pdf
https://inside.nmsu.edu/fbs/forms/
https://hr.nmsu.edu/general-resources/toolkits.html
https://fa.nmsu.edu/work-study/handbook.html
https://fa.nmsu.edu/work-study/employers.html


Contributors: Dr. Aida Lopez, Dr. Ashley Graboski-Bauer, Stephy Medrano, Alex Villa, Melanie Smoak  6/2023 
 

130 
 

EPAF Instructions 

 

 
 

https://portal.nmsu.edu/group/mycampus/home  

1. Enter your NMSU Username and Password. 

2. Click on the Login button. 

https://portal.nmsu.edu/group/mycampus/home
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3.  Once logged into myNMSU, click on the Employee tab. 
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4. Click on Employee to open Self-Service Banner in a new window or tab. 
 

 

 

5. Select Electronic Personnel Action Forms. 
 

 

 

 

 

 

 

 

 

 

 

 

                                 4 

 

 

 

 

 

 

                                                5 
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EPAF Categories 

Categories are used to select specific data entry forms related to the personnel 
action you want to perform. In the following section we detail the Student – 
Hire/Rehire, HSHIR category, describing each field that is available on the form 
including a basic description of acceptable values and relevant examples. 

 
Student – Job Termination/TSTRM 

This section describes the process of completing a Student – Job 
Termination/TSTRM approval category to terminate Regular and Work-study 
students. 

The Student – Job Termination/TSTRM EPAF has a single purpose, it is used to 
terminate student jobs in the Banner system. As such, there is only one form and 
section to complete, the NBAJOBS form job termination information. 

 
Before you begin, please note that any future dated job record or pending action 
(such as termination actions, changes to pay, title, or other job changes that have 
already been submitted) cannot be overridden by this process. If a future dated job 
action exists you will receive an error when attempting to submit the action and you 
will be prompted to contact Human Resources Information Systems (HRIS). In 
consultation with HRIS you should request to remove the future dated job actions. 
Once the future dated job actions are removed you may continue the Student – Job 
Termination/TSTRM EPAF process. 

 

Note: If you are terminating a student job 
as an involuntary termination you must first 

contact Employee and Labor Relations (ELR) to 
discuss the termination process. After 

consultation with ELR you may initiate the 
Student – Job Termination/TSTRM EPAF 

action. 
 

 

 



Contributors: Dr. Aida Lopez, Dr. Ashley Graboski-Bauer, Stephy Medrano, Alex Villa, Melanie Smoak  6/2023 
 

134 
 

Creating a new TSTRM EPAF 

1. From the Electronic Personnel Action Form screen, click New EPAF. 
 

 

2. Enter the Banner ID of the employee that will be affected by the EPAF transaction. 
• You can do a search for the Banner ID by clicking on the magnifying 

glass. Employees can be looked up using their first and last 
names, Banner IDs and/or SSNs. 

3. Enter the Query Date (defaults to today’s date). See the section labeled “How 
to determine the query date” for additional details about how to select the 
appropriate query date for the transaction. 

4. Select the Approval Category as appropriate. In this case we are 
creating a Student – Job Termination, TSTRM 

5. Click Go. 
 
How to determine the query date 

The query date is used to find jobs and display the job status for each job as of the 
query date entered. The query date is also used to default values on the EPAF 
detail screen. 

 
Caution: The query date defaults to the current date and this may not always be what you want. 

 

 
  

 

 

 

 

 

                     1 
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The query date must be earlier than or equal to the effective date for the job. To 
ensure that the query date is earlier than the effective date, select the first day of the 
month for which the employee will be terminate. 

For example, if an employee will begin work on 11/15/2014, set the query date to 11/01/2014. 

 

Terminate NBAJOBS Screen 

1. Select position number 

Before you begin, the EPAF process you must select an active position number 
you will be affecting with the EPAF transaction. Selecting the correct active 
position suffix is important because it helps to maintain a clear employment 
history for the employee records in Banner. 

Student positions are hired using a single pooled position number: 999992 
 

Note: The University has moved to a single pooled position number, 
effective with the EPAF implementation, which will be utilized for all 
regular, work-study and Co-Op student employment. Do not use previous 
student hire position numbers. 

2. Click Go 
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3. Click Save 

 
Terminate-Job Termination/NBAJOBS 

 
 

 

1. Personnel Date 
This is the date the employee will be terminated from this position. The 
value entered for the Personnel date will be used to determine the Job End 
Date. 

Routing Queue Section 

The routing queue specifies the approval levels and approvers for the EPAF transaction. 
 

You can default the routing queue used for each EPAF Category to specify the approvers 
used for future transactions. If you set-up the default routing queue you can still specify 
different approvers, if necessary, for each transaction. See the Default Routing Queue 
section (pg. 31) for additional details. 
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All EPAF’s have a minimum of two levels of approvals: Dean/VP and Payroll. The Payroll 
level does not approve or review the transaction in any way, rather the Payroll level 
simply loads the EPAF records into Banner. Only the approver selected for the 
Dean/VP level will review and approve the transaction. 

1. Enter the Username for each level of approver 
a. The search function can be used by clicking on the magnifying glass 

to the left of username 
b. For the Payroll approval level, you may select any available 

approver on the search screen 
2. Click Save and Add New Rows button to save your changes and populate 

the name of the approver 
Comment 

Originators add comments to the EPAF in order to provide additional information about 
the transaction that is not otherwise recorded in the submission form. The 
comments will be saved with the EPAF transaction and will be reviewed by EPAF 
approvers at the Dean/VP approval level. Both originators and approvers will be able to 
see the comments in the originator or approval summary screens respectively. 

 
Adding comments to an EPAF 

You can add multiple comments to an EPAF transaction; however, comments cannot be 
deleted once the form is saved. 

If the EPAF has already been saved with comments the comment contents will 
not display in the comment field. In order to see previously saved comments, 
click the note button next to the comment field. 

 

 
Comments may also be added to an EPAF by approvers. If an EPAF is returned for 
correction, the approver comments will provide information about why the EPAF was 
returned. See the section titled Viewing Comments and Warnings (pg. 26) for additional 
information about viewing EPAF comments.  
 
Note: Comments cannot be deleted. 
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EPAF Processing Reference FY21- Temp Faculty  
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EPAF Processing Reference FY21- Graduate Assistants 
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Fringe Rates  
NMSU’s fringe rates can be found at: https://inside.nmsu.edu/fbs/cost-accounting-rates/  

FY22 Fringe Rates are: 

 

 
 
 
 
 
 
 
 
 

 

 

 

 
 

https://inside.nmsu.edu/fbs/cost-accounting-rates/


Contributors: Dr. Aida Lopez, Dr. Ashley Graboski-Bauer, Stephy Medrano, Alex Villa, Melanie Smoak  6/2023 
 

141 
 

Pay Schedules 
Pay schedules are posted here: https://inside.nmsu.edu/payroll/pay-schedules/
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Appendix 
Finance Quick Reference Guide 
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Human Resources Quick Reference Guide 
 

 

 

 

 

 

 

 

 

 

 

 

 

 



Contributors: Dr. Aida Lopez, Dr. Ashley Graboski-Bauer, Stephy Medrano, Alex Villa, Melanie Smoak  6/2023 
 

144 
 

Banner Quick Reference List 
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Payment Guidelines  
 



Contributors: Dr. Aida Lopez, Dr. Ashley Graboski-Bauer, Stephy Medrano, Alex Villa, Melanie Smoak  6/2023 
 

146 
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Account Codes  
 

1. Log in to Cognos/Analytics to get the most updated account codes list 
2. Select NMSU tab 
3. Click on Banner Lookups 

 

 

 

4. Click on Banner Account Codes List 
 

 
 

5. Select Operating Ledger 
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This completes the manual. 
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