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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.

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

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

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

< &} O E] &2 https:;//outlook.office.com/mail/inbo:

I | == oL, shape the Future.
BNNE] New Mexico State University Outlook /0 Search
| = =l (/ New message = Mark all as read Undo

> Favorites @ Focused Other (47 Filter

*  From the list of options that appears, select “SharePoint.” if

it isn’t immediately visible, click “All Apps” to see it. = Offie 365

*  You will arrive at your SharePoint homepage, where you can Apps

select the specific SharePoint you wish to visit:
E Outlook @ OCneDrive

My I, T 0l v

HEST-RBC Admin Support Team ~ a SharePoint $ Teams
Group CHEST
Grou
2 m Forms
All apps -

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

HEST-RBC Private group % Notfollowing & 11 members
Home <+ Mew 3% Page details &l Analytics Published 10/4/2021 ¢ Edit ./

Site contents

News
DEAH and Directors

+ Add

Recydle bin .
Research and Budgeting Center
o Welcome to the Research and Budgeting Center for the College of Health, Education, and

Social Transformation. We are looking forward to working with all of you! The RBC will...

& Juanita Hannan August 1. 2021

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

e 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 E.g., a“Preliminary EPAF” should be a “PEF” and a “Journal Voucher”
should be a “IV.”

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)

e 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
e 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

e 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.

e The Payment Guidelines for purchase method should be carefully followed.

e ASC requires pre-approval prior to seeking reimbursement for PCard- or Aggie Mart-allowable
purchases that were not made with these methods.

e 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

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

Before Making Travel Plans

e 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.

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

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

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

Meals and Lodging

e “Per diem” is a fixed daily allowance for meals and/or lodging. Lodging and meal receipts are not
required when claiming per diem reimbursement.
e To be reimbursed for per diem, employees must travel at least 50 miles from their primary
official place of work.
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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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| J M College of Health, Education & Social Transformation

STATE PO Box 30001, Las Cruces, MM 88003-8001

UMIVERSITY

Travel Funding Request Authorization

Ernplopee Marme: Department: Dean's Office
Destination: Date of Departure:
Purpose of Trip: Date of Return:

Source of Support

Per Diem: Department College SelffOutside

Mumber of Days:

Per Diem Rate:

Total Per Diern:

Actual Lodging:

Number of Days:

Raite per Day:

Total Lodging Cost:

Aiirfare:

Departure Times

Arrival Tirme:

Total Airfare Cost:

Private Wehicle:
Miles:
Rate: o0 58S
Total: 5
Rental Car:
Shutthe Taxi:
Registration:
Deher:
Tatal:
Index Mame:
Index NMumber:
Fund Murmiber:
Approvals:
Ermiployes Signature Date ) Finance Date
Department Mead/Supervisar Date Dean Date
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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:

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

Contact Information

e International and Border Programs

e Cindy Garrett, Executive Administrative Assistant
o Phone: (575)-646-2594
o Email: clgarret@nmsu.edu
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Employee International Travel Authorization Form

Faculty/Staff University-Related International Travel Authorization n
Office of the Provost

Please submit this form at least 20 days prior to date of international travel. STATERSI TR ape the Future

TRAVELER INFORMATION:
Name Banner ID Date of Birth Citizenship Gender
Cell Phone Number Home Phone Number| Office Phone Number Email address
Emergency Contact Name Emergency Contact Phone| Emergency Contact Email | Relationship to traveler
Destination Advisory?| Travel Begins| Travel Ends | Flight# or Car info Point of Contact at destination

PURPOSE (please check all that apply)

Academic/Study Research Conference/meeting Competition/performance Volunteer/Service
Study Abroad Recruitment Partner Development Visiting Scholar Internship
Purpose of Travel:

FUNDING:

Estimated Cost of Travel: $ Who will be paying for this travel? |:| College Doepar‘cment DGrantD Other

If travel costs paid through NMSU, please provide the index, fund, account number, and amount to be covered.

Index (FOPAL) | Fund | Account | Amount($)
| | |
INTERNATIONAL HEALTH INSURANCE:

NMSU requires that faculty and staff purchase supplemental international insurance (see https://af.nmsu.edu/bpm/bpm-5¢/). Please visit
this web page (https://provost.nmsu.edu/international-travel-procedures/supplemental-international-travel-insurance.html) for additional
information. Choose Coverage & payment method below:

|:|Gec:BIue |:|Beta (personal credit card only |:| Pay for GeoBlue with Unrestricted l:lPay for GeoBlue with personal credit card
Departmental Index

#FFEMERGENCY CONTACT NUMBER ****
SIGNATURES: Should an emergency arise, please call (575) 646-3311 for emergency assistance
| acknowledge | have read the information on the web page https://provost.nmsu.edu/international-travel-procedures/index.html
Check here to confirm that traveler has read and attached U.S. Department of State Travel Alert or Warning if applicable to destination.
A copy of the traveler’s passport is attached. DA copy of the passport has been previously shared.

Approved Not Approved

Traveler (Same as stated above) Traveler Signature Date |:| D
Supervisor Signature Date I:I

Dean's Signature (print name) Signature Date

Provost Office Signature Date

v' Please refer to https://travel.state.gov/content/travel/en/international-travel/International-Travel-Country-Information-Pages.html| for
travel advisories.

v" Please forward completed forms to the Office of the Provost (Hadley Hall North Suites, Rm 124).

Please direct your inquiries to (575) 646-2594 or clgarret@nmsu.edu

Please refer to the NMSU Administrative Rules and Procedures, Rules 14.69, 16.69 and 16.70 manual.nmsu.edu/policies-and-procedures/

and the International Travel Procedures web page https://provost.nmsu.edu/international-travel-procedures/index.html for more

information.

AN

v.08/25/2020
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Supplemental Information for Travel Form

SUPPLEMENTAL INFORMATION
FOR EMPLOYEES AND STUDENTS
PROPOSING UNIVERSITY RELATED INTERNATIONAL TRAVEL TO A COUNTRY
UNDER A U.S. DEPARTMENT OF STATE TRAVEL ALERT OR WARNING

International &
Border Programs

NV IBP
STATE

UNIVERSITY

This form is mandatory for NMSU Faculty, Staff and Students traveling on university related international travel to countries
under a U.S. Department of State Travel Alert or Warning. See NMSU Administrative Rules and Procedures, Rules 14.69,
16.69 and 16.70 (https://manual.nmsu.edu/policies-and-procedures/) and the IBP International Travel Procedures web page
(https://ibp.nmsu.edu/international-travel-procedures/) for full details.

Name of Traveler:

Destination Country/ies:

On a separate, typewritten document, please attach each of the following:

Completed Travel Authorization Form(s):
Employee Accompanying Forms:
[ Employee International Travel Authorization form
Student Accompanying Forms:
[ Student Request for an Exception to a U.S. Dept. of State Travel Alert or Warning form
[ Student international Travel Authorization Form
[ Student international Travel Waiver, Release and Hold Harmless form

Travel Alert or Warning Notice: Visit the U.S State Department web page (https://travel.state.gov/content/
passports/en/alertswarnings.html) to see the latest information on the country or countries you are traveling to.
Relevant warnings and/or alerts should be printed and attached to this completed form. If applicable, also attach
Centers for Disease Control (CDC) Travel Health Warnings, or other relevant information for each country

Purpose of Travel: A thorough description of the nature and purpose of the proposed travel.

Detailed travel itinerary: A detailed itinerary, flight details, travel agent (if applicable), exact travel dates to and
from the country, exact dates in each country/city/region, modes of transportation in-country, times of travel,
general purpose of time spent in each area, etc.

Risk Mitigation Plans: A thorough description of your mitigation plans for specific risks related to the travel
warning(s). Thisshould include information such as transport carriers, areas to be avoided,

(especially areas specifically mentioned in the travel alert or warning), reassuring background information on
contacts in-country, etc.

Contact Information: A thorough listing of both LS. and international contact information while travelling.
Address how to best contact the traveler while in-country.

O O oo O

Signature of Traveler Date

NMSU ID #:

Information may be submitted via email, or by hard copy, to:

Ms. Cynthia Garrett

Administrative Assistant to the Associate Provost

Office of International and Border Programs

New Mexico State University

Breland Hall 152

P.0. Box 30001 - MSC 3567

Las Cruces, NM 88003-8001

ibp@nmsu.edu  (575) 646 7041, (575) 646-1517 — fax

US Department of State Travel Warning Supplemental Info, v Apr 2018

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



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.

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

New Mexico State University ]
NM Accounts Payable ENLT-I‘CKH

ATE in Aggie
'NIV'E'I!SI'I"I‘ Employee Travel Advance Service Desk

INSTRUCTIONS: (1) Advance is available to regular faculty, reqular staff, and graduate assistants.(2) 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. (3) Minimum amount that can be advanced is $100. (4) Advance may not exceed 90% of estimated per
diem or lodging plus meal allowance. (5) Payment may not be earlier than 45 days before departure date. (6) Complete all
information on travel Advance Request. (7) Obtain authority signature. (8) Submit a ticket in Aggie Service Desk and attach
form and supporting documentation if required.

SECTION 1: REQUESTOR INFORMATION

Date mmiddfyyyy): — Traveler Name: Aggie ID: Phone:

Prepared By: Department: E-mail Address:

SECTION 2: REQUEST DETAILS

Starting Point: Destination:
Departure Date & Time: Return Date & Time:
Estimated Per Diem: OR | Meal Allowance: +

Estimated Lodging:

Total Estimated Cost: X 90% | Maximum Advance:

| , employee of New Mexico State University have requested $
for the purpose of conducting approved busmess travel. | understand that within ten (10) working days after completion of the
above trip, a Travel Expense Report must be prepared and submitted to clear the advance. The entire travel advance amount
must be deducted from the total trip reimbursement claimed on the Travel Expense Report. If the travel advance received
exceeds the reimbursable expenses, | must contact the travel office for instructions on reimbursing NMSU. If | do not submit
a Travel Expense Report within ninety (90) days after completion of the trip or immediately upon termination from NMSU, |
authorize the amount of the advance to be deducted from my next available paycheck or any other payment | may receive
from NMSU.

Traveler's Signature: Date:

Index (FOPAL) Fund Account Travel Encumbrance Number Amount $ P/F

SECTION 3: OFFICIAL APPROVAL

Printed Name: Signature: Date:

O Principal Investigator ~ [] Dean / VP / CC President  [] Designee OR For Aggie Service Center Units ] Dept Head/Dir ] Principal Investigator (PI)
Note: If payee is Pl, Dept Head/Dir or above, payee's supervisor’s signature is required

SECTION 4: REVIEW AND APPROVAL

Printed Name: Signature: Date:
SECTION 5: INTERNAL DEPARTMENT USE ONLY P e S
AP-Employee-Travel-Advance.pdf, 4/2020 Resel

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

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

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

Accounts Payable Enter a ticket
j@i Student Group Travel Authorization & Advance in Aggie
UNIVERSITY Request Service Desk

INSTRUCTIONS: USE THIS FORM FOR AUTHORIZING THE REIMBURSEMENT OF ACTUAL TRAVEL EXPENSES FOR A STUDENT
GROUP OR TEAM AND REQUESTING AN ADVANCE. (1) Advance is available to regular faculty, regular staff, and graduate assistants.
(2) Obtain authorized signature. (3) If a travel advance is required, payee is employee to receive advance. (4) If you need assistance in
processing this form, see sections 5C.20 of the Business Office Procedures Manual or call the Travel Office at 646-1189.

SECTION 1: REQUESTOR INFORMATION

Date (mmfddiyyyy): — Prepared By:

Preparer Phone:
Preparer Department: Preparer E-mail Address:
SECTION 2: REQUEST DETAILS
Sponsor Aggie ID: Spcnsor MName: Sponsor Title:
Starting Point: Destination:
Departure Date & Time: Return Date & Time:
Purpose of Trip:

MNames of Travelers:

Estimated Cost of Trip - TRAVEL EXPENSE REPORT & RECEIPTS REQUIRED FOR REIMBURSEMENT

Amount

Advance Eligible | Other
Estimated Lodging: $

Estimated Cost of Meals:

$
Estimated Baggage fees: $
Total Advance Eligible | A

Other Expenses to be Encumbered:

N\

Total Other
Total Encumbrance

©“ A |7 | &0 | &

Encumbrance Funding Detail (if encumbrance is required)
Index (FOPAL) Fund Account Amount §

Total Encumbrance

Department Default Index:
(This index will be charged if a Travel Expense Report to clear the advance is not processed.)

Travel Advance Certification (advance payment will be made based on amount listed below)

| , employee of New Mexico State University have requested § (total advance), for the
purpose of conducting approved business travel. | understand that within ten (10) working days after completion of the above trip, a Travel Expense Report
must be prepared and submitted to clear the advance. The entire travel advance amount must be deducted from the total trip reimbursement claimed on
the Travel Expense Report. If the travel advance received exceeds the reimbursable expenses, contact the Travel office for instructions on reimbursing
NMSU. If | do not submit a Travel Expense Report within ninety (90) days after completion of the trip or immediately upon termination from NMSU, |
authorize the amount of the advance to be deducted from my next available paycheck or any other payment | may receive from NMSU.

Payee Signature: Date:
**See Page 2 for Approvals**
Reset
AP-Student-Group-Travel-Authorization-and-Advance-Request pdf, 8/2019 Page 10of 2
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New Mexico State University
Accounts Payable
Student Group Travel Authorization & Advance Request (continued)
SECTION 2: REQUEST APPROVAL
Printed Name: Signature: Date:
|:| Principal Investigator |:| Dean / VP / CC President |:| Designee OR For Aggie Service Center Units |:] Dept Head/Dir |:] Principal Investgator (PI)
Note: If payee is Pl, Dept Head/Dir or above, payee's supervisor’s signature is required
SECTION 3: REVIEW AND APPROVAL
Printed Name: Signature: Date:
SECTION 4: INTERNAL DEPARTMENT USE ONLY Processed by: Date:
AP-Student-Group-Travel-Authorization-and-Advance-Request.pdf, 8/2019 Page 2 of 2 Reset

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

e 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.
e Complete all the information on application

e Include the signature of a Department Head or Activity Leader
e Submit a ticker in Aggie Service Desk and attach form and supporting documentation if required

Contributors: Dr. Aida Lopez, Dr. Ashley Graboski-Bauer, Stephy Medrano, Alex Villa, Melanie Smoak 6/2023
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New Mexico State University
Procurement Services

Group Activities Insurance Application

The policy 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 $.19 per

person, per day.

A Group Activities Insurance Application must be completed and submitted at least two days prior to the start date of the

activity for approval and processing.

Coverage limits include:

Table of Benefits

Maximum Benefits

For expenses incurred within 52 weeks of the date of
Accident for Medical and Surgical Treatment, X-Ray
Charges, Hospital Confinement, Ambulance Expense and
Prescriptions up to....

$5000.00

For Dental Expenses incurred within 52 weeks of Accident,
involving sound, natural teeth...

$600.00

For Medical and Hospital Expense for iliness which
manifests itself on the day or days this policy is in force up
to...

None

For Medical Expenses from these specified diseases:
Poliomyelitis, Diphtheria, Scarlet Fever, Smallpox, Tetanus,
Cerebrospinal Meningitis, Typhoid Fever, Leukemia or
Primary Encephalitis...

None

For losses within 100 days of Accident which result in the
loss of life...

$5000.00

For losses within 100 days of Accident which cause loss of
both hands or both feet, or one hand and one foot, or the
total and irrecoverable loss of sight of both eyes...

$15,000.00

For losses within 100 days of Accident which cause the loss
of one hand or one foot or the loss of sight of one eye...

$7500.00

The policy does not cover:

Eyeglass replacement of prescriptions

Hernia in any form

Suicide, self-destruction or any attempt thereat
Pregnancy

Pre-existing conditions

Treatment by self, family members, or person employed by the policyholder
Participation in snow tubing, tobogganing, or bobsledding
Dental treatment other than injury to sound, natural teeth

0. lliness or accident while under the influence of alcohol, drugs or any other intoxicant

1

2

3

4

5.

6. Loss covered by Worker’'s Comp
7

8

9.

1

PSRM-Group-Activities-Insurance-Application.pdf, 4/2019

Page 1 0f 3
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New Mexico State University

Procurement Services Enter a ticket

in Aggie

Group Activities Insurance Application Service Desk

Instructions: Use this application to apply for Group Activity Insurance. 1) Complete all information on application. 2) Include the signature of a Department
Head or Activity Leader. 3) Submit a ticket in Aggie Service Desk and attach form and supporting documentation if required. 4) The application must be
submitted at least two days prior to the start date of the activity to be considered for coverage.

SECTION 1: REQUESTOR INFORMATION

Date:______ Requestor Name: Email:

Phone: ____ Department:

SECTION 2: ACTIVITY DETAILS

Index Numberto Charge: —____ Activity BeginDate: __________ Activity End Date:

Organization Sponsor (Club, Class, Department/Unit):

Designated Activity Leader: Email: Phone:

Activity Destination:

Activity Description (Include mode of transportation and detail of activities):

Total Number of Individuals: — X Total Number of Days: X $19day = $____
List all participants (students/associated non-employees). O More participants - Complete Attached Participant List
No. First Name Last Name No. First Name Last Name
1 16
2 17
3 18
4 19
5 20
6 21
7 22
8 23
9 24
10 25
11 26
12 27
13 28
14 29
15 30

SECTION 3: REVIEW AND APPROVAL

Department Head or Activity Leader

Printed Name: Signature Date:

Title:

Reviewed and Approved by

Printed Name: Signature: Date:

Reset
PSRM-Group-Activities-Insurance-Application.pdf, 4/2019 Page 2 of 3
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New Mexico State University

Procurement Services

Group Activities Insurance Application - Participant List
No. First Name Last Name No. First Name Last Name
31 71
32 72
33 73
34 74
35 75
36 76
37 77
38 78
39 79
40 80
41 81
42 82
43 83
44 84
45 85
46 86
47 87
48 88
49 89
50 90
51 91
52 92
53 93
54 94
55 95
56 96
57 97
58 98
59 99
60 100
61 101
62 102
63 103
64 104
65 105
66 106
67 107
68 108
69 109
70 110

PSRM-Group-Activities-Insurance-Application.pdf, 4/2019 Page 30of 3
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Travel Expense Report Instructions (TER)

Before preparing a travel expense report, make sure that:

e You provide all the receipts.

e Attach the receipts the TER packet separately from the generated forms below (only for those
that apply).

e 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.

Contributors: Dr. Aida Lopez, Dr. Ashley Graboski-Bauer, Stephy Medrano, Alex Villa, Melanie Smoak 6/2023
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https://travelreport.nmsu.edu/instructions.html

Travel Expense Report
* Required

Traveler & Department Information

* Aggie 1D D * Praparer Name
* Mame: Enter the traveler name here * Preparer Email
* Department.

CHsS “ Preparer Phone
* Business Purpose and Benefit

Please enter the trip description details in this box.

Personal Travel Time (if applicable) (enter dates)

Trip Info

“ Departure Date ° * Departure Time ° * Search Destination By

° * Search Term

41/2019 3 12~ /00~ Domestic Zip Code albuguerque |Go|
= AM PM ® Domestic City
Foreign Country
* Return Date * Return Time Total Trip Duration
41512019 i 5 7[00~ 2
AM = PM
® Yes Mo
Source Index Amount
Choose v

Note: You can click on the ) icons below 10 open instructions for completing each section of the form.

Stephy Medrano

example@nmsu.edu

6-4644

Add as much informetion as you can such as traveler's name,
purpose, dates, name and place of the conference or meeting, etc.

° * Destination Per Diem

Albuquerque, NM (Oct

INTERNET EXPLORER IS NOT A SUPPORTED BROWSER WITH THIS FORM

° # of Nights

-Sep) v

= w

Contributors: Dr. Aida Lopez, Dr. Ashley Graboski-Bauer, Stephy Medrano, Alex Villa, Melanie Smoak 6/2023
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4. Under travel expenses, select meal per diem and it will be automatically calculated. You can also
Meals
® Meal Per Diem €
Meal Calculated
Destination Per Diem Allowance Less: Meals Provided Total
Albuguergue, NM - First Day |$55.DU $41.25 Breakfast# X Lunch# X Dinner# X $41.25
Rate |56.25 Rate  [512.38 Rate  [$20.63
Amount | Amount | Amount |
Albuguerque, NM !$55.00 |$165.00 Breakfast# ® Lunch# X Dinner# b 1$165.00
Rate |511.00 Rate !$16.50 Rate  [$27.50
Amount | Amount Amount
Albuquerque, NM - Last Day !$55 00 |541.25 Breakfast# b3 Lunch# X Dinner# X 1541.25
Rate |58.25 Rate  [$12.38 Rate  [$20.63
Amount Amount Amount

eal Per Diem Total 5247.50

Meal Reimbursement (if less than Meal Per Diem)
Reset Meals

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.

Lodging
' Lodging Per Diem

Per Night Calculated Less: Amount
Destination Destination Rate # of Nights Per Diem Not Claiming Total
Albuquerque, NM 594.00 4 $376.00 $376.00

Lodging Reimbursement (actuals) 0
Reset Lodging

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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e Mileage rates are updated each January 1.

a Transportation

University Reimbursement
Paid Amount Total
[ Airfare
[J Rental Vehicle
Personal Vehicle
® Mileage

Miles Traveledl: Mileage Rate: [0.575 Default

For travel prior to Jan 1, 2020, uncheck the Default box and change the rate to 0.580

Claiming Fuel Only |$0.00 I |$0.0D

O University Owned Vehicle
d Courtesy Cars (Athletics Only)

[ Taxi/Shuttle/Other

Transportation Totals I:l I

u Registration/Conference Fees

University Reimbursement
Paid Amount

Amount of fees: S

Paid by:

University

Traveler (Has reimbursement for

fees been previously submitted?)

Total

Registration/Conference Totals I:l

Contributors: Dr. Aida Lopez, Dr. Ashley Graboski-Bauer, Stephy Medrano, Alex Villa, Melanie Smoak 6/2023
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7. After filling out everything, click calculate travel expenses.

University Reimbursement
Paid Amount Total Trip Cost
Trip Totals €} 19623.50 |

Maximum Reimbursement?

Less: Advance

Total Reimbursement

_ Calculate Travel Expenses

8. Finally, add the funding (index, fund and account number), and add comments if necessary.

Contributors: Dr. Aida Lopez, Dr. Ashley Graboski-Bauer, Stephy Medrano, Alex Villa, Melanie Smoak 6/2023
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W *Index * Fund * Account * Amount

Funding Total |

Comments (supplemental information/justification) §)

A

Recalculate Totals Reset
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Frequently used round trip mileage table

Illustration No. 2-1: Frequently Used Round-Trip
Mileage Figures
IN-STATE HIGHWAY MILEAGE OUT-OF-STATE HIGHWAY MILEAGE
(Round Trip)

Location Mileage Arizona Mileage
Alamogordo 134 Benson 456
Albuquerque 456 Douglas 464
Artesia 356 Duncan 310
Aztec 812 Flagstaff 900
Belen 392 Gila Bend 726
Bemalillo 490 Globe 562
Carlsbad 418 Grand Canyon 1116
Chama 790 Holbrook 720
Cimarron 802 Kingman 1126
Clayton 826 Nogales 620
Cloudcroft 172 Phoenix 744
Clovis 588 Safford 388
Deming 118 Springerville 536
El Paso Airport 100 Tombstone 500
Espanola 626 Tucson 550
Estancia 440 Wickenburg 846
Farmington 822 Yuma 1032
Ft. Sumner 524
Gallup 698 California
Grants 574
Hagerman 394 Blythe 1078
Hatch 74 El Centro 1148
Hobbs 530 Fresno 1968
Hurley 194 Indio 1262
Las Vegas 618 Los Angeles 1526
Lordsburg 238 Needles 1264
Los Alamos 644 Riverside 1412
Los Lunas 414 San Diego 1388
Lovington 486 San Francisco 2328
Magdalena 358
Mora 680 Texas
Mountainair 436
Portales 550 Abilene 982
Raton 832 Alpine 526
Red River T88 Amarillo 810
Reserve 424 Austin 1276
Roswell 368 Dallas 1350
Roy 774 Ft. Worth 1298
Ruidoso 32 Houston 1602
Santa Fe 576 Lubbock 716
Santa Rosa 488 Midland 690
Silver City 224 San Antonio 1228
Socorro 306 Van Horn 328
Springer 752
Taos 714 U.S.A.
Tierra Amarilla 760
TorC 152 Chicago 3018
Tucumear 606 Denver 1276
Tularosa 160 Las Vegas, Nev. 1390
Vaughn 412 New Orleans 2324
White Sands New York 4354

Missile Range 52 Washington D.C. 4062

Mexico

Chihuahua 560 Juarez 100
Durango 1424 Mexico City 2604
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Funding Request Form (FRF)

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

e Provide a quote or estimate the costs as close as possible

e Describe the purpose of the funding needed

e Include the index that would be used (if known)

e Send the request to the FBO team to get the approval.

e The FBO team will review. If approved, they will return the document to the requestor.

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

31



BE BOLD. S5hape the Future.”®
College of Health, Education
and Social Transformation

Funding Request Form (FRF)

Approved:

Index Mame | |

Index # | ‘
Fund # |

Commitment # FY 24

When processing the approved transaction, please refer to the
commitment number in comments section or where appropriate.

Prepared By: | |Dal:e Requested: | |
Amount Requested: | Wendor(s): | |
Purpose & Description:

One-Time:| | Ongoing:| |

Requester Date Director/Dept Head Date
FBO Use Only

Dean Date
FEO Representative Date
FBO Director Date
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Direct Pay (DP) for Vendor Payments

e Use this form for vendor payments that do not require a purchase order.
e |nsection 1, fill out the requestor information such as name, department, phone, and e-mail
address
e 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
e In section 3, specify the payment type:
o Enterprise/National Car Rental
Fees
Legal Services
Library books and periodicals
Memberships
Postage/Shipping (outgoing)
Sodexo/Catering
Utilities
Wright Express (WEX)
o Other (specify)
e Insection 4, specify the business purposes and the payment details. Enter the appropriate
index, fund, account code and the total amount.

O O 0O O 0O O O ©O

e Attach backup documentation

e Obtain appropriate approvals from the Principal Investigator/Dean or Designee and send to the
FBO team for approval.

e The FBO team will return the approved document to the initiator.

e The initiator is responsible for submitting a ticket in Aggie Service Desk

Contributors: Dr. Aida Lopez, Dr. Ashley Graboski-Bauer, Stephy Medrano, Alex Villa, Melanie Smoak 6/2023
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New Mexico State University ‘
Accounts Payable En:::R a hir;ket
SMVAARY Direct Pay For Vendor Payments Senvice Desk

Instructions: Use this form for vendor payments that do not require a purchase order. 1) Complete all information on request. If the
vendor is not found, submit a new Vendor Request form. 2) Submit a ticket in Aggie Service Desk and attach form with invoice or bill.

SECTION 1: REQUESTOR INFORMATION

Requestor Name: Department:

Phone: E-mail Address:

SECTION 2: VENDOR INFORMATION- DO NOT USE TO PAY NMSU STUDENT OR EMPLOYEE

Vendor Aggie ID (required): Vendor Name-.

SECTION 3: PAYMENT TYPE (CHECK ONE)

[JEnterprise/National Car Rental [OLibrary Books and Periodicals O Utilities
OrFees [OMemberships [ Wright Express (WEX)
[Jinternational Insurance [JPostage/Shipping (Outgoing) [ other:

Legal Services [sodexo/Catering

SECTION 4: PAYMENT DETAILS

Business Purposes:

Index Fund Account Amount

Total From Continuation Page

Total

SECTION 5: OFFICIAL APPROVAL

Printed Name: Signature Date:.
D Principal Investigator D Dean/VP/CC President D Designee
SECTION 6: REVIEW AND APPROVAL
Printed Name: Signature: Date:

AP-Direct-Pay.pdf, 6/2019 Page 1 of 2

Contributors: Dr. Aida Lopez, Dr. Ashley Graboski-Bauer, Stephy Medrano, Alex Villa, Melanie Smoak 6/2023
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New Mexico State University
Accounts Payable

Direct Pay - Continuation Page

Date (mm/dd/yyyy):

Payee

Index

Fund

Account

Amount

Total

AP-Direct-Pay.pdf, /2018

Page 2 of 2

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

35




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.

e 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.
e Insection 1, fill out the requestor information such as the requestor name, department, phone
and e-mail address
e |nsection 2, fill out the payee information such as the payee ID, name, address, state, e-mail,
phone, city and zip code
e |nsection 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)
e Insection 4, indicate the funding source such as the index, fund and account number along with
the total amount to be paid
e Attach backup documentation
e Obtain appropriate approvals from the Principal Investigator/Dean or Designee and send to the
FBO for approval
e The FBO team will return the approved document to the initiator
e Theinitiator is responsible for submitting a ticket in Aggie Service Desk

Contributors: Dr. Aida Lopez, Dr. Ashley Graboski-Bauer, Stephy Medrano, Alex Villa, Melanie Smoak 6/2023
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New Mexico State University .
NM Accounts Payable Enter a ticket
in Agaie

WV Payment Request (Payment Guidelines) Service Desk

Instructions: Use this form for all payments in which vendor registration is not required. 1) Complete all information on request. 2)
Obtain appropriate signature. 3) Submit a ticket in Aggie Service Desk and attach form and supporting documentation as applicable.

SECTION 1: REQUESTOR INFORMATION

Requestor Name: Department

Phone: E-mail Address:

Payee Aggie ID: If no Aggie ID, enter NONE.
Payee Name:
Payee Email: Payee Phone

Payee Mailing Address (for receipt of payment):

SECTION 2: PAYEE INFORMATION (ALL INFORMATION REQUIRED) " e e o tormee a2 soparate e,

Address City State Zip

SECTION 3: PAYMENT TYPE (CHECK ONE) *TAXABLE - SEE GUIDELINES
Employment Related Payment (Include Student Employment)
[(dBusiness Meals Reimbursement [ Mileage Reimbursement Oother:

tudent (Non-Employment Related)
[] Allowance/Participant Pmt./Stipend* - Taxable [J Consignment Sales* - Taxable [other:

(If for services, process through payroll)

] Award/Prizes* - Taxable [ Travel Reimbursement/Mileage-Attach Worksheet
Other Payee (Not Paid to NMSU Student or Employee)
[JAllowance/Participant Pmt./Stipend* - Taxable []Refund [ Centrally Initiated
[JAward/Prizes* - Taxable [ Travel Reimbursement -Attach Worksheet [ Subcontracts EQ#:
[Honorarium/Guest Payment* - Taxable (candidate or non-vendor payment) [ Other:

JLivestock or Feed* - Taxable

| certify that charges herein are correct and that payment has not been received from any source.

Payee Signature, if required:

SECTION 4: PAYMENT DETAILS

Business Purpose

Index Fund Account Amount

Total From Continuation Page

Note: If payee is Pl, Dept Head/Dir or above, payee’s supervisor’s signature is required

Total
SECTION 5: APPROVAL
Printed Name: Signature: Date:
D Principal Investigator DDeanNP!CC President DDesignee OR For Aggie Service Center Units D Dept Head/Dir D Principal Investigator (Pl)

SECTION 6: REVIEW AND APPROVAL

Printed Name: Signature: Date:

AP-Payment-Request.pdf, 02/2020 Page 1 of 2

Contributors: Dr. Aida Lopez, Dr. Ashley Graboski-Bauer, Stephy Medrano, Alex Villa, Melanie Smoak 6/2023
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New Mexico State University
Accounts Payable

Payment Request- Continuation Page

Date (mm/dd/yyyy) Payee:
Index Fund Account Amount
Total
AP-Payment-Request.pdf, 02/2020 Page 2 of 2

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

e Use this form when requesting reimbursement from foundation funds

e This form requires approval from the department head and the dean

e Once appropriate signatures have been obtained, route to FBO for review and approval
e Document will be returned to department

e Department will submit to NMSU foundation for processing

e Dove Hall, Room 212

Contributors: Dr. Aida Lopez, Dr. Ashley Graboski-Bauer, Stephy Medrano, Alex Villa, Melanie Smoak 6/2023
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NRISI_' Foundation, Int_ Approval Routing: D Program Funds route to NMSU Dept. Head VP.
‘.Tollchel-_Fina ncial Sel"'ices Operation Funds route to Foundation Dept. Head/AVP.
P.O. Box 3590 Las Cruces, NM 88003
Payee: CHSS
Date Department
Contact Person Phone Number
Description and Purpose Invoice Net Amount
Purpose Must Demonstrate Benefit To NMSU Number
Total $0.00
I certify that the charges are correct and appropriate and that pavment has not been previously received.
Pavee Name (Print Clearly): Payee Signature: Date:
I certifv that the amounts claimed are just and reasonahle. Pavee NMSU Aggie LD.:
APPROVAL SIGNATURES:
Department Head/Director (Print Name): Signature: Date:
Dean/Vice President: (Print Name): Signature: Date:
Foundation Controller (Print Name): Signature: Date:
Foundation President (Print Name): Signature: Date:
Foundation Gift Accounting Office Use Onlv:
Reimbursement of expenses incurred in the discharge of official duty? Yesl | Audited By:
Within Spending Policy Limits? Yes / No (If "no" provide approval) Date Audited:
Account Balance at Foundation: $ Debit / <Credit= Vendor #:
Department Must List Fund # and Dept. Code: Foundation Gift Accounting Office Use Only:

Line # Ftinrl # Fun_(l Descri]]titﬂ Dept. Cg]e Account # .—_Lccount DeS(‘l‘i]]ti(l.l Amount

1

2

3

Total from Continuation Page
GRAND TOTAL $ 0.00

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

Voucher-Financial Services
P.O. Box 3590 Las Cruces, NM 88003

Date: Pavee:

NMSU Foundation. Inc. Voucher Continuation Sheet-Attach behind original voucher

Continuation Description and Purpose

Purpose Must Demonstrate Benefit To NMSU

Invoice
Number

Net Amount

$0.00

Total
Department Must List Fund # and Dept. Code: Foundation Gift Accounting Office Use Only:
Line # Flﬂﬂ # FIUEI Dei(‘l‘i])ﬁ(&l Dept. Clﬂe Account # _iccount Descr‘i])titﬂ Amount
4
6
7
8
9
Continuation Sheet Tatal $0.00

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

Contributors: Dr. Aida Lopez, Dr. Ashley Graboski-Bauer, Stephy Medrano, Alex Villa, Melanie Smoak 6/2023
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New Mexico State University
Information & Communication Technology

¥ procurement of Information Technology (Pre-Approval Request)

ICT
itacquisition@nmsu.edu

ROUTING

Instructions: This form is required prior to the acquisition by purchase of any information technology. It is the intent of NMSU to manage
track information technology purchases in order take advantage of cost-effective purchase options to support the majority of campus
computing needs. Complete this form and route via email to itacquisition@nmsu.edu.

SECTION 1: REQUESTOR INFORMATION

Name: Date (mm/dd/yyy):

Phone: Email:

Department: College/Division:

SECTION 2: VENDOR INFORMATION

Vendor Name:

Is this a new contract? [ ] Yes [ ] No

Estimated total cost of contract (Quote must be attached):

[[] One-time purchase [ ] Multi-year/ongoing purchases

Company point of contact:
MName Email Phone

SECTION 3: REQUEST DETAILS
[[] Software [JHardware [[] Service []Cloud Service [ ]Research [[] Other

CNew O Replacement [Imaintenance Renewal [ individual O Departmental (| University Wide

SECTION 4: REQUEST DESCRIPTION

Description of Business Need:

1. Expected Benefit
[Jincreased Productivity [[]Business Process Improvement [ |Reduce Costs [_]Improved Customer Service
[[]Compliance & Security [_1Policy []Instructional Research [ ]Other:

2. Which of the Vision 2020 Goals are aligned with your request?
[[JAcademics and Graduation — Provide stellar programs, instruction, and services to achieve timely graduation
[IDiversity and Internationalization — Provide a diverse academic environment supportive of a global society
[[]Research and Creative Activity — Promote discovery, encourage innovation, and inspire creative achievement
["] Economic Development and Community Engagement — Drive economic, social, educational, & community development
[]Resource Stewardship — Optimize resources to effectively support teaching, research, and service

Reset
ICT-Procurement-of-Information-Technology-Pre-Approval-Request.pdf, 05/2018 Page 1 of 2
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New Mexico State University
Information & Communication Technology

“MY-A2Y Procurement of Information Technology (Pre-Approval Request)

3.[JAnnual funding required?

4.[] Ongoing funding required?

5.[ ] One Time Funding Available — Account Index:
[]Ongoing Funding Available — Account Index:

6. Type of NMSU Data Stored or Accessed or Processes:

[Jstudent (FERPA) [ IMedical (HIPAA) [l Nonpublic/Sensitive Data (i.e. SSN, DOB)
[[]Credit Card (PCl) []Federal (FISMA) []Other

7. Central IT Support Required?

SECTION 5: OFFICIAL APPROVAL (required of all requests)

College Dean / Vice President:

Printed Name: Signature:

Date:
Infor ion & C ication Technology:
Printed Name: Signature: Date:
From the date of central app , this request will be effective for 60 days.
ICT-Procurement-of-Information-Technology-Pre-Approval-Request.pdf, 05/2018 Page 2 of 2
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NMSU Contract Clauses Vendor Questionnaire
Externally Hosted "cloud" Services Checklist

The following contract clauses may apply to "cloud” services or external vendors offered to
NMSU. Please identify where the contract clauses are located in your contract/agreement and
note on column titled "Vendor Contract/Agreement”. Please Note: This list is not an all inclusive
list and other contract clauses may be required and/or reviewed.

Contract Clauses Vendor
Contract/Agreement

FERPA (and privacy and confidentiality in general)
"Vendor shall comply with all federal, state, and local privacy laws or regual-
tions applicable to the covered Data and Infromation (Cor) provided by NMSU
and its Constituents, including but not limited to: the Family Educational
Rights and Privacy Act (FERPA) (Pub. L. No. 93-380 (1974), codified at 20
U.S.C. § 1232g); the Health Insurance Portability and Accountability Act of
1996 (HIPAA) (Pub. L. No. 104-191, § 264 (1996), codified at 42 U.S.C. §
1320d; Standards for Privacy of Individually Identifiable Health Information, 45
C.F.R. § 160 (2002), 45 C.F.R. § 164 subparts A, E (2002)."

"Vendor agrees to hold cor in strict confidence. Vendor shall not use or
disclose cor received from or on behalf ofNMSU or its Constituents except as
permitted or required by the Agreement, as required by law, or as otherwise
authorized in writing by NMSU. Veendor agrees that it will protect the CDI it
receives from or on behalf of NMSU or its Constituents according to com-
mercially acceptable standards and no less rigorously than it protects its own
confidential information."

Data Security

"Vendor shall develop, implement, maintain and use appropriate administra-
tive, technical and physical security measures to preserve the confidentiality,
integrity and availability of all electronically maintained or transmitted cor
received from or on behalf ofNMSU or its Constituents. These measures will
be extended by contract to all subcontractors used by Vendor."

"Vendor shall provide NMSU with access to its latest SAS 70 (SOC2) Type

Il audit results, Shared Assessments™ security questionnaire(s), or similar
independent security assessment findings, or permit NMSU to conduct its own
assessment upon request once every two years."

A SOC2 report is an essential requirement especially when placing sensitive/
regulated data on the cloud. The SOC 2 report focuses on a business's
non-financial reporting controls as they relate to security, availability, process-
ing integrity, confidentiality, and privacy of a system, as opposed to SOC 1/
SSAE 16 which is focused on the financial reporting controls. Vendor policies,
terms of service, or similar provisions by

NMSU's Constituents.”

Suspension of end user accounts

"Vendor shall not normally suspend or otherwise disrupt the use

of Vendor's services by one or more Constituents without prior notice to
NMSU and affected Constituents. Vendor may suspend or disrupt a Constit-
uent use of Vendor services without notice if such use constitutes a material
and significant threat to the confidentiality, integrity, performance, or availabilty

of the Vendor's systems or services."

Contributors: Dr. Aida Lopez, Dr. Ashley Graboski-Bauer, Stephy Medrano, Alex Villa, Melanie Smoak 6/2023
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Service level agreements
The amount of guaranteed "uptime." the process and timeline for dealing with
"downtime,” and the consequences for any failures to meet those require-

ments should be spelled out clearly.

Incorporation of URL terms

"Vendor expressly affirms that all applicable terms, conditions, and policies
are contained within this Agreement and that the Agreement does not incor-
porate by reference any terms, conditions, or policies residing on Vendor's
website or in any form external to this Agreement.”

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

In 2022, HEST was been onboarded to the Aggie Mart (AM) & NMSU Argis
system. AM is intended to be used for purchases and purchase REENMEYAahne
orders (POs) whenever possible. Learn.nmsu.edu (Canvas)

[ outlook Emain
New employees need to be assigned a role within AM in order (@) office 365 (Apps)
to have access to the system. Forms for access and training C B AggeMat
tutorials can be found here: {B} Banner 9 Admin Pages
https://inside.nmsu.edu/asc/aggiemart/ Banner Document Management System

) Handshake
After access to AM has been processed, the launchpad link at @ Novigate Student
https://portal.nmsu.edu/group/mycampus/home can be used @ Navigate Staff and Faculty
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:

e Anitem is not available via the vendor’s AM catalog.
e 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.

amazon STAPLES

Direct Pay Request

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

Shopping Cart + 154213876 ~ = #  AssignCart

Simple Advanced Details ~

Ashley Graboski-Bauer

e Purchases will require a business purpose description, a funding index, and may need other
information.
e Some components, like account code, may automatically populate based on purchase or
preceding information.
e 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.
e Expenses can be split across multiple indices based on % of quantity or % of price.
e 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.

— @® MmN o Assign Cart

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

e Mandy Rivera: carts for SOC, NURS, CD, KINES, and TPAL units
e 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.

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

Request New Vendor Simple Advanced Go to: Favorites | Forms | Non-Catalog ltem | Quick Order Browse: Vendors | Categories | Contracts

% Payment Request Form
Search for products, Ve orms, part number, etc
 Candidate Recruitment or Non-Employee Search for products, Yendors, forms, part number, etc

& Credit for AggieMart Catalog Purchase

View Favorites

Non-Catalog Item

Request Contract
Showcases 5

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.

e If avendor 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.

e [favendor 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.

Add Non-Catalog ltem X

lor Not Known
Request New Vendor
tom's har X Q
Item v
Description * Catalog No. Quantity * Price Packaging
EA v
¥
254 characters remaining
Additional Details >
& e

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.

e 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:

e |nvoices can be attached.

e Requisitions will require a business purpose description, a funding index, and may need other
information.

e Some components, like Org #, may automatically populate based on preceding info like
funding index.
e Be sure to change the account code from the default “miscellaneous” option.
e 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.

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



e 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.

e Itisimportant to note that the FBO team do not initiate POs.

e 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.

e The FBO team will review account codes, funding source, balance availability, and backup
documentation.

e Once approved by the FBO team, the PO will be routed for further processing, according to
college workflows.

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

e $3,000 per transaction
e 510,000 per month
e 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

e Itis the Cardholder’s responsibility to contact issuing bank immediately to report fraud or
disputed transactions.

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

Lost/Stolen Cards

e 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

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

51


https://inside.nmsu.edu/asc/
mailto:pcard@nmsu.edu
mailto:pcard@nmsu.edu

e Cardholders are responsible for ensuring a credit is received and applied to correct index and
account code.

Maintenance and Retention of Procurement Card Records

e 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.

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

e Inthe event that a receipt cannot be obtained, a missing receipt form
PCard Transaction Processing

e 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

e 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

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

e 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.
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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.

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

53



e 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/)

e Retirement gifts — restricted to commemorative items with a maximum value of $100.00

e Annual fees on credit cards

e Donations

e Holiday decorations

e Alcoholic beverages (except for resale)

e Tickets for athletic or entertainment events

e Personal care products

e Occasion cards, flowers, and gifts (condolence, birthdays, going away parties) for personal or
business occasion/events

e Compensation for personal service

e Fines, Penalties

e |tems for personal gain or use

PCard Restricted Purchases

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

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

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

e Cash advances

e Employee awards directly related to employment (example: plaques, gift certificates).

e Internal purchases to NMSU other than the approved food vendors

e  Multi-year service agreements or formal contracts

e Rental and lease agreements for facilities or equipment (example: hotel or meeting rooms

e Professional services with terms and conditions and/or agreement

e Prepayments and deposits

e Reimbursement for loss or damage to personal items

e NM gross receipts taxes on goods

e Agency fund purchases

e Employee uniforms and clothing

e Furniture or equipment equal to or greater than $1,000

e Gasoline

e Gift cards*

e 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.
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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:

e To purchase e-gift cards, an initial delivery email will be needed be listed.
e E-cards arrive in a format that can be emailed to participants. Specifics will vary but keep this info
in mind for distribution planning.
e Al NMSU and agency rules regarding gift cards apply whether they are physical or e-cards.
o NMSU limits gift cards to <525 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.
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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 Thisis 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? S

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 JVssubmitted 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.
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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)

Clear Work Tab Data Check Actual Total Validate Data Copy To IV Tab
(Index, Account, Amount and Description are COPY areas for the JV tab page. Header 1, Header 2, Header 3, Header 4 and Header 5 are working areas.)
ABS Amount Index Account Description Amount Header 1 Header 2 Header 3 Header 4 Header 3
N ‘Work Tab_For Copy Blank_Sheet JV Instructions UPLOAD
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Banner Username Transaction Date
Clear All Data Validate
Page 1 of 1
Fiscal Year
Document #
Electronic Journal Voucher - Departmental
Index Description
Sequence | JV Code [(FOAPAL)| Account (35 Spaces) Amount DiC Reference
1 IED
2 JED
3 IED
4 JED
3 IED
6 JED
7 IED
3 JED
9 IED
10 JED
11 IED
12 JED
13 IED
14 JED
13 IED
16 JED
17 IED
18 JED
19 IED
20 JED
21 IED
2 JED
Document Total $0.00
Actual Total $0.00

Complete Explanation 1 (50 spaces)

Complete Explanation 2 (50 spaces)

Complete Explanation 3 (50 spaces)

Complete Explanation 4 (50 spaces)
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Journal Voucher Example

Banner Username Transaction Date
Page 1 of 1 Clear All Data Validate
Enter your Fiscal Year
Document # Banner
Electronic Journal Voucher - Departmental Username here
Index Description it )
Sequence | JV Code [(FOAPAL)( Account (35 Spaces) Amount DiC Reference
1 IED 131759 732990 |WDN SUPERCENTER =806 520000 | D
2 IED 127395 732990 |WDN SUPERCENTER =806 (520000 C
3 IED
4 IED
3 IED
6 IED
7 IED
3 IED
9 IED
10 IED
1 IED
12 IED
13 IED
14 IED
15 JED
16 JED
17 JED
18 JED
19 JED
20 JED
21 JED
2 JED
Document Total S400.00
Actual Total 50.00
Complete Explanation 1 (50 spaces)
Complete Explanation 2 (50 spaces)
Complete Explanation 3 (50 spaces)
Complete Explanation 4 (50 spaces)
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Journal Voucher Backup Documentation Example
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Aggie Service Desk Quick Reference Guide

Accessing the Aggie Service Desk (ASD) system
1. Go to https://aschelp.nmsu.edu.

ManageEngine
ServiceDesk Plus

4 | Usemame

Keep me signed in

Log in

@ | ACN.AD NMSU EDU -@

2. Enter the same Username and Password that you normally use to access myNMSU.
3. Click ACN.ADNMSU.EDU from the Log on to drop-down menu.
4. Chick on the Login button.

Features

ServiceDesk Plus J REQUESTS Solutions My Details

Request Catalog

My Request

Search Templates

Popular Solutions [ More |

Q  search Solution

L

View any important Announcements.
2. Select a Template by clicking on the Request Catalog drop-down menu.
Note: you must always use a template for submiiiing requests.

Home tab.
Requests tab — view requests that you have submitted or have been shared with you.

vl Announcements

Eal
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Using Templates

Templates are an easy way to make sure that all necessary information is provided for commeon requests, and to ensure
that the correct service team 1s notified of the request as soon as 1t 15 submutted.
l. Click the Request Catalog drop-down on the home screen.

RequestCatalog ~ Ol Type here to search e

Aggie Service Center L % Agency Payment Request

New Request Check Request (Mot for
1 Goods and Services)
Pending

Employee Non-Travel
-l Reimbursement
2. Click Aggie Service Center.
3. Click on the template for your request (not all templates are shown in the image above).
Note: if there is not a specific template available for your request, select the Other-General Questions template.

Other - General Questions

Identify Point of Contact (POC)
This is entered the Description box where it states Provide Point of Contact (POC) Name:

Description Bru RTA & ==

== i Qi v A W
Attach completed form with appropriate approval and all applicable supporting documentation ::-elc-w.|
Provide Point of Contact (POC) Name:
* |nthe event during the review /approval process it is determined additional information and/or supporting
documentation is needed, who is the Primary POC if not Requester noted in ‘Requester Details’ section?

* Ticket will be shared with POC in order for them to supply the information needed
+ [f POC is not identified, the Reguester will be contacted to supply the additional information.

On Behalf of (Optional)
Use On Behalf if you want to note who the request 1s for.

On Behalf of

E-mail Id(s) To Notify (Optionai)
Use E-mail Id(s) To Notify for informing others of ticket submission. (FYT only: will not be able to access ticket).

E-mail Id(s) To Notify

Funding Source
= Funding Source | -- Select Funding Source -- - |

Bath Restricted and Unrestricted
Resrricted and Gifts Only

Unrestrictied Onby

Select an option from the Funding Source drop-down menu.

Attaching Files
Attach file

Click on the Attach file button to include a screen shot or supporting documentation for the request.
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Add Request

Click the Add Request button to finalize and submit the request.

Tracking your Ticket Status

ServiceDesk Plus./ IR,

Request Catalog -

My Requests Summary

Pending

1

I. Click the ‘Pending’ link under My Requests Summary.
(@ My Pending Requests - 0 New Q| 2~ | 1=10l1 | € | >
D % Subject Requester Name Assigned To  DueBy Status Created Date Group on-Behalf-of
15062  Test ticket Christopher Stamm  Unassigned 08/02/2018 * Open 08/02/201815:24 ASC-AP TRAVEL -

My Request Summary displays the status of your ticket (Open, On Hold, Closed) and current processing group
assigned. Customize your view by clicking on the ™ icon to add/remove columns.
2. Click on the ticket subject to view request details.

Request Resolution History

3. If Closed ticket status: Click the Resolution tab to find associated Banner document number, if applicable.

Requirements for scanning files
Scanner Settings: Black and White mode, Letter page size, 300 dp1, Skip blank page.
Refer to the scanning guidelines at https://rmr.nmsu.edw/bdms-scanning/

Contacting the Aggie Service Center (ASC) about an existing Ticket
You may have questions regarding a ticket or may have been asked by the ASC to submit additional information.
Please log in to the Aggie Service Desk to reply to an email or provide additional information.

Requesters receive automated emails from *Aggie Service Center’ similar to this:
Request ID # 14917 has been assigned to your request for
General Questions: Please enter your queston below in the Description box.

Your questionfrequest 15 in the queue and a response will be forthcoming

Thank you,
Aggie Service Center

Note: This iz an automated email, please do not reply
Log in below to respond to this email

https:faschelp nmsu eduw WorkOrder do?woldode=wmew WO &woID=14917

I. Click the link in the message to access your ticket {you will be prompted to logon to the system).
Note: please do not reply directly to the email; all replies are rejected by the system.
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RequestID:14879  Actions ¥  Reply v@
Check Request (Not for Gt FReply
By Chris Stamm on Sep 19, 2 - ueDate"Sep 19, 2018 11:21 AM

Status : Open

Request Resolution History

Description

2. Click on the Reply drop-down menu.
3. Click the Reply option. A system email window will be displayed.

Reply

* Subject | Re: [Request ID ##RE-148T9&%] : Check Request (Not for Goods and Services)

Category . Purchases and Payments
Description - Submit a Check Request Form 1o initiate payment request for non-procurement items (not for goods

and services). All purchases for goods and services must be initiated in AggieMart .

. the Check Request (Mot for Goods and Services) form with supporting documentation.
Attach file

Add Cancel

4. Type vour message at the beginning of the body.
5. Attach files by clicking on the Attach file button.
6. Click the Add button.

» Mandatory Field

BrU FTA D ESZTE SIZEEFE QEs- A W « Plain Text
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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.

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

Reconciliation Instructions
S Quick Launch -
Analytics/COGNOS

FAVORITES &

1. Loginto Analytics/Cognos. lemmenat(Emes
m Cutlook (Email)
‘?' Employvee

Faculty

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

Manage Favorites <Add

LAUNCHFAD

[l APPLICATIONS
a NMSU Argis
ig NMSU Anahytics

Learnnmsuedu {Canvas)

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

New Mexico State University

1/1 Alerts (@ What's New To read about what's new in Getting Started, |

Administration an ... Sub Tabs

Portal Nav Tabs

Search Administration and Finance == ',a\ir?lmmtratwe
earc B 72001438 Pm 4/7/2021 438 FPM

Administration and Finance Sub Tabs College/Division

My content O 47/2021 438 pm My content &= 4/7/2021 4:38 PM
Administ
R Financial Aid Sub Tabs E
|E| Team content O3 uy7/2091 455 o T tent Dept
= eam conten ;i i
am o = 4/7/2021 438 PM
P Dasnboards R
D Dashboards B ,FIIT?,nCE P
D o My Research Sub Tabs 4/7/2021 4:38 PM
Portal Navigation O 4772029 a:55 am
L Interface
NMSU D Portal Navigation - e
= 4[7/2021 4:38 PM 472021 .38 PM

To pull the labor report for reconciliation, start from Portal Navigation, and go to Administrative and Finance Sub Tabs >>>
Administrative.

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

68



3. Find the HR-LD-287B Labor Expense Detail (Admin) report.

STATE UNIVERSITY

fF  myResearch | nmsU_ | ( Administration and Finance )|  Support |  PublicFolders | My Falders

Attention IE Users: If you run a report in Excel 2007, the output may not display. Please use one of the following workarounds.
Go to the downloads folder from your browser (CTRL+J or ‘Tools > View downloads”), Or Use Firefox

LTV H College/Division || Dept || PI | Administrative Finance | Research Accounting ‘ ‘ Interface

Administrative — BFHR reports providing filtered options for greater flexibility to address specific needs.

Employees -.!E Finance ..!E

Employees Finance
Entries: - - D - 1wl v Entries: - _1"] W |
Name 3 Name 3
Hap  BU-POS-149-Bgt & Job LD Fill/Vacant (Admin) B FI-COA-Index List (Admin)
5* BU-POS-245-Position Number Listing (Admin) Eb FI-COA-Organizations by Summary and Hiring Org (Admin)
ED‘ BU-POS-249-Vacancy & EHIR Status (Admin) %j_zb FI-DET-Construction Accrual Report (Admin)
Eb HR-471-EPAF Temp/Student Hires (Admin) %:mb FI-DET-PO Encumbrances (Admin)
uﬂ I HR-492 Jaob History - Current Job, Future Jobs and Jobs for Past 12-months E5hp  FI-DET-Transaction Report by Month (Admin)
‘ﬂb HR-EMP-285-1 eave Balances Exempt (Admin) ﬁb FI-PCard-Transactions Search for Depts.

ﬁb HR-EMP-285-Leave Balances NonExempt (Admin)
Hae  HR-EMP-321-Employee by Primary Job (Admin)
f.q;gh HR-EMP-325-Employee Job History Summary (Admin)

Instruction ..!E Research ..!E

Content is under review. Archived data (HED Years 2008-2011) Content is now available in the Administrative Research Support

may be requested by sending an email te cognos_help@nmsu.edu. tab under My Research. If you have any questions email
spa@nmsu.edu.
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4. Select the dates according to the month you are reconciling & enter the account indexes or the
organization code.

Please select Transaction Date Range:
From:

Sun Mon Tue Wed Thu Fri Sat Select all Deselect all
Please enter one or more Account Indexes:
1 2 Choices:
M~ 3 4 3 6 7 8 9 e
"l o1 12 13 14 15 16
17 18 19 20 21 22 23
24 5 6 728 29 30
3

Select all Deselect all

Please enter one or more Fund Codes:

nsert g

Choices:

Select all Deselect all

Please enter one or more Organization Codes:

I nsert e

Choices:

Sun Mon Tue Wed Thu

"
]

—

=

Select all Deselect all

B S e
B I &~

Please enter one or more Account Codes:

IR KIS
B |

5. Click finish and the report will look like the image below.

01s| vt o | o e | ot e | T || e | ot | opmcitn | Acvine | e | Aty | oo | rpens oy | i | tamngs o
@ FRr o e g

@ a w0 o o Laber s
% PR o e e

= a w0 o o Lot s
5 A m e 0 e raga

@ 2 m o oy Later ]
" R o0 e S

“ a m o 1 o Laber s
= a m o o o oo

£ a @ e e ey ot ™
5 a8 @ e o e e

= a @ s s w0 Later i
= a m o o awn e

@ PR s ey ot ™
@ P o cawn e

@ a1 o o o Lot ]
= FEEm o e e

] CREr s ey e -
= PR s e e

-]
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6. Click on the HTML icon, then select view in excel options and view in excel 2007 Data/Format

(= Keep this version »

>

i b Gm ko
@ View in HTML Format

mm View in PDF Format

View in XML Format

Tahor

e

Graduate
Student
Earnings

e View in Excel 2007 Data (G View in Excel Options 1)
V

1 View in C5V Format

09/13/2013  09/13/2013

$5.95

F0177424 09/13/2013 09/13/2013

(i )

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

8. Go to Data and click Sort.

B -

File Home Insert

e s a (3

rom From From From Other
ccess Web Text Sources~

Get External Data

Page Layout

Ei

Existing
Connections

h.

3

Formulas Data Review View

r D Show Queries
] Ej From Table
New

Refresh
Query ~ [?3 Recent Sources

All~ Edit Links

Get & Transform Connections

@ Connections
S
e Properties

Pay No

Account Index

Account

Labor Amount
Document Date

il

. Transaction Date

Q Tell me what you want to do...

% Y ; :\ear |
leap

Py

Filter
T" Advanced

Sort & Filter

Y
Els=
Text to

Columns

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

71



9. Sort by account index, account, and name (use this order).

Sort ? X
*a| Add Level || < Delete Level || EZ Copy Level w || Options... My data has headers
Column Sort On Order
Sortby | Acct Index w || |Values v |AtoZ ~
Then by | Account w | |Values v | |AtoZ ~
Then by |Name W | | Values | |AtoZ v

Cancel

10. Add Subtotals of the same parameters (account index, account, and name). This should result in a

report as shown below.

Deans April 19 - Exce

At each change in:

At each change in:

| 4

Formulas Review View Q Tell me what you want to do...
= 7 Show Queries r Connections 3l H Y Clear V¥ - E = v E \ x A | 2 €rg = Show Detail
A 4 a7 B ’H At H E\ A e
'EI P From Table F’“ Properties L2 Re = = 9 ﬁ“ 7 e e = Hide Detail
New Refresh zl Sort  Filter Textto Flash Remove Data  Consolidate Relationships Manage = What-If Forecast Group Ungroul Subtotal
Query~ [ RecentSources |~ - [o) EditLinks YeAdvanced | Columns Fill  Duplicates Validation - DataModel | Analysis~ Sheet - -
Get & Transform Connedtions Sort & Filter Data Tools Forecast Outline [F1
Subtotal ? XK Subtotal T X Subtotal ? X

At each change in:

Acct Index v | T
Use function: Use function: Use function:
Sum v | |sum ~ 1 | Sum ~
Add subtotal to: Add subtotal to: Add subtotal to:
PayMNo ~ PayMo PayMNo
% Aczt Index l %Acﬁt Index ' “ E Aczt Index ‘ .
[ ] Account [ ] Account [ ] Account
M|laborAmt | MaborAmt |
[ |Doc. Date [ ] Doc. Date []Doc. Date
Trans. Date v | [ J1rans. Date v | [ [Trans. Date v
[JiReplace current subtotals; [] Replace current subtotals [ Replace current subtotals
[C] Page break between groups [] Page break between groups [[] Page break between groups
Summary below data Summary below data Summary below data
Remove All Cancel Remove All . Cancel Remove All | Cancel
"DEPARTMENT" APRIL 2019
Name D ECLS Position/Suff FY  Cal. Yr. PICT PayNo Acct Index Account Labor Amt Doc. Date Trans. Date
XXX XXOXXXX SG - 917555-01 201972019 SC 7 XXXXX '618600 485.11 4/15/2019  4/15/2019
XXX XOOOXXX SG - 917555-01 201972019 SC 8 XXX '618600 485.11 4/30/2019  4/30/2019
XXX Total 970.22
618600 Total 970.22
XXX XOOXXXX SG - 917555-01 201972019 SC 7 XXXXX '621970 5.38 4/15/2019 4/15/2019
XXX XO00XX SG - 917555-01 201972019 SC 8 00X '621970 5.38 4/30/2019  4/30/2019
XXX Total 10.76
621970 Total 10.76
XXXXX Total 980.98
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E-PRINT

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

2. Select the ZAFGRBD report

Report Description Latest Date
POF TEXTDATA 'I < ZAFGRBD Budget Status (Current Period) AT FOPA Thu Jan 31, 2019 5:12pm
PDF rm'I ZAFGRBDS1S Budget Status (Current Period) Thu Jan 31, 2019 5:12pm
POF rmjl ZAFGRPD Program Detai Activiy at ACTIVITY LEVEL Tha Jan 31, 2019 7:36pm
POF rmT ZAFGRROYTD Program Detai Acivity at ACTIVITY LEVELYTD) Tha Jan 31, 2013 7:48pm
POF rtxr"’l ZEMPDIST Employee Distibuion by ORGlaccount Tha Jan 31, 2019 09-28am
POF rmT FARREC e e Eaa e Won Ju 10,2006 20fpm
POF Tm_‘ ZFGRIDOC incomplete documents by user FriMar01, 2019 04:01am
POF rﬂT'I TFGROPNE Open Encumbrances Report by FUND Tue Feb 05, 2019 06:01am

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

(Thu Jan 31, 2019 5:12om

Pick Values Manually

Range: |
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https://eprint.nmsu.edu/cgi-bin/eprint.cgi

5. Download the document as PDF file

EXT DATA

Search Name m

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

- GOODS .00
SSIONAL COMNTRAC 5

ZAFGRBD New Mexico State University RUN DATE: 05/01/2019
YEAR: 19 Budget Status (Current Period) 5:34 PM
S OF 30-APR-2019 1531
COAS: ol
FUND:
PRED ORG:
ORG:
PROGRAM :
ACTIVITY:
LOCATION:
INDEX : L
ADJUSTED CURRENT PERIOD YEAR TO DATE BUDGET AVAILABLE CMT
ACCOUNT ACCOUNT TITLE BUDGET ACTIVITY ACTIVITY BALANCE TYP
618000 STUDENT GRADUATE 1,634.00 .00 .00 1,634.00 U
€18100 STUDENT REGULAR .00 435.00 435.00 -435.00 U
618200 STU WORK STUDY F .00 254.25 630.75 -630.75 U
621970 FRINGE RATE STUD 5.26 7.30 11.29 -6.03 U
OTAL Operating Expense - Labor 1,639.26 696,55 1,077.04 .00 562.22
AIRFARE = DOMESTIC -00 2,593.47
DOMESTIC TRAVEL - NON-TEAM .00 10,908.58
DOMESTIC TRAVEL - FEDERALLY EXCLUDE -00 130.83
FOREIGN TRAVEL - NON-TEAM .00 1,838.50
SUPPLIES .00 1,332.07
SUPPLIES .00 2,092.68
AWARDS .00 99.00
COMPUTER AND ELECTRONIC SUPPLIES .00 1,405.07
OTHER SUFPLIES FEDERAL EXCLUDED -00 1,958.28
733001 PRINT AND PHOTC SUPPLIES .00 125.87
737100 BUSINESS MEALS/FOOD PRODUCTS .00 1,720.73
740100 FURNITURE AND EQUIPMENT LT 5000 .00 571.01
ELECTRICAL R M PARTS .00 7
SEMINARS AND TRAINING .00
COMMUNICATIONS .00
POSTAGE .00
EQUIPMENT CHARGES .00
DDD CALLS ICI LINES .00
IT INSTALLATION .00
TISING .00
TING REPRODUCTION .00
RENTAL-OTHER NON BUILDING .00
HARDWARE AND EQUIPMENT RENTAL -00
RENTAL FEDERA EXCLUDED .00
OFS SERVICES -00
DUES, FEES, AND TAXES .00
ERSHIP .00
S TAX .00
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G New Mexice State University
AR: 19 Budget Status (Current Period)
AS QF 30-APR-2019

05/01/2019
05:34 PM
1532

New Mexico State University
OPERATING ACCOUNTS MAIN

ADJUSTED CURRENT PERICD YEAR TQO DATE AVAILABLE CMT

ACCOUNT ACCOUNT TITLE BUDGET ACTIVITY RACTIVITY BALANCE TYP

00 .00 -66.00 U

00 .00 U

00 .00 U

00 .00 U

00 297.14 U

EL DOMESTIC .00 .00 U

POOL 107,449.45 .00 107,449. U
Expense - Non Labor 107,449,45 6,278,02 951.09 56,515,22

TOTAL FOPA

REVENUES 00 .00 .00 .00 .00
109,088.71 6,974.57 51,060.18 951.09 57,077.44
APPLIED CHARGES 00 ] .00 .00 .00
TRANSFER .00 .00 .00 .00 .00
NET -109,088.71 -6,974,57 -51,060.18 -951.09 -57,077.44

BANNER

1. Forunrestricted 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.

n  Organization Budget Status FGIBDST 9.3 6 (PBAN)

verety  Fiscal Year: 19 Index: | NN - -, <cific Account:  Include Revenue Accounts:  Commit Type: Both

Organization: rund: [ N - D AccoutTye:  Achviy:  Location:
™ ORGANIZATION BUDGET STATUS. + H Tu [} More information V. Filter
EEr STUDENT GRADUATE ASSISTANT POOL 163400

000 0.00 163400

L TUDENT REGULAR

m m m m

n om|m/m m m

m

Net Total 109.099.6% 54592 31

4 4 [Tof3p N 20 v | PerPage
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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.

o Atable 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.

e 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.

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

e 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.

e 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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College of Health, Education. & Sodal Transformation
Electronic Labor Redistribution (ELR) Form
Banmner | Position/| Eam Current . e e -
Employee D Suffix | Codels) Pay ID Start End Distribution New Distribution Reason for Reallocation
Index | o Index [
0.00% 10.00%
0.00% 10.00%
0.00% 10.00%
0.00% 0.00%
0.00% 10.00%
0.00% 0.00%
| 0.00% 0.00%
10.00% 0.00%
Total
Originator Name: | Date:
Employee Signature: | Da.t\e:‘
Cost Share PI Signa.tu:e If Applicable): | Da.t\e:‘
PI Signature: | Drate:
PI Signature: | Da.t\e:‘
Supervisor Signature (If Applicable): | Da.t\e:‘

Developed by Erica Tontodonati, 2018; Revised by Dr. Graboski-Baver 2.14.22

Labor Redistribution Business Rules

e 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.

e Fringe is automatically changed by the system to coincide with the labor.
e Earn codes that can be changed on a Labor Redistribution Form are listed

e Earn codes that cannot be changed on a Labor Redistribution Form are listed
e Redistribution can only be made to completed transactions with a disposition code of “70,
Complete.” Disposition codes are listed

e An approver cannot approve an action that they initiated

e Account codes should not be changed through the electronic labor redistribution

e Comments area should be completed with the reason for change. Changes beyond 90 days of
the pay date require justification in the comments area.

e Authorized approvers and their designees are determined by the Signature Authority Database.

e 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:

e Must be a regular employee, grade 4 or above

e Must complete Electronic : Labor Redistribution Initiator Training course
e Must pass open-book end of assessment with a score of 90 or above

e 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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Banner Self-Service provides access to the Electronic Labor Redistribution.

1. Type https://my.nmsu.edu in the address bar of your web browser and press enter.
The myNMSU page will appear.

sNMSU....

myNMSU

nts, faculty, and staff can access
Self Service email, time and
honebook, and much more.

Login:

Password:

Forgot Username?

Fargot Passviord?

NEED ASSISTANCE?

Jcontact the ICT Help Desk by phone at (575) 646-1840 or via
femail at help@nmsu.edu.

Registration and Schedule Information

To improve sustainability, starting spring 2012 NMSU will no longer print a paper version of the Course Schedule

Leamn more: Registration and Schedule Informaton,
Useful Links and Contact Information

Banner and Cognos and NMSU
(m RP Systems

word Resets and account Unlock --- call 575-646-

ic Calendar
Yesk
Information about myNMSU and Email

Frequently Requested Help
Fas:

ind Troubl
to the NMSL

PC Maintenance
For Staff
For Students

Virus
Studen

re, Remaval and Information
Information

Segn In

2. Enter User Name and Password.
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The myNMSU home webpage will be displayed.

AL E| JMSU.CdH Hi, Dee Menu w Fonts w Sign Out

48 o QuickLaunch Navigation

What's New?

LaunchPad ) Check out the My Messages tool @ MyNMSU was upgraded to o newer version

r‘] above. Configure preferences to to support modern web browsers and mobile
. receive messages via email and o

Ed!

QuickLinks » . . New launcher menu on the laft
give direct acce:
*  (Click here to configure your txt messaging or less. This menu is also mobile
details

w Quick Links
MyNMSU Mobile is Coming Soon...
. Reset Password
(5] Hmsu Phonebook e
Banner Sell Service
ﬁ E-BillMake a Payment
W3 Digital Measures

r.q Student Resources

3.  Click on the Employee Tab.

Employee tab information will be displayed.

Hi, Dee Menu v Fonts v Sign Out
Employee | Workflow

- w QuickLaunch Navigation

wEmployee Links *Banner Self Service wHMSU News ]

Edit Prefarences -
Banner Self Service NMSU News

LaunchPad * D Time Sheet - . ® 77120112 8:51 AM
) Pe[sonai_lmurmat CUFTEnt new i the New Mexico State Univarsity Maws
ﬂ-'b a @ W Leave Repor Py
ave Rep ering department head
QuickLinks » b
Self Service *

"The Shin
certainly b
running the Ne

w Quick Links

versity chemical
t as Professor David A
helm as department head mid-
v plans to & same ..
rs combine algae, cotton to grow
Mexica

- Reset Password

) nmzu Phonebask
Banner Seif Senice O NMSU's
federal budg
1 NMSL CAMF one
migrant farny worker sh

oins call to protect

ﬁ E-BillMake 3 Payment

Digital Measures

) Student Resources

4.  Click on the Employee link.
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The Employee list options will be displayed.

NIl New Mexico State University

STAT

versonal Information  Student Finance
Search RETURN TO MENU  SITE MAP HELP  EXIT
Employee

Time Sheet

Leave Report

Request Time Off

Benefits and Deductions

Ratiramant. haalth, miscellanscus and benafit statement.
Pay Information

Direct degesit allocation, eamings and deductions history, or pay stubs,
Tax Forms

we and W2 information.

Jobs Summary

Leave Balances

Tuition Waiver - Employee/Spouse

Tuition Waiver - Dependents

Update Preferred First Name

Effort Certification and Labor Redistribution

5. Click on the Effort Certification and Labor Redistribution link, the following screen will be
displayed.

Effort Cerfification | Labar Redistribution 4\?/ Sign Out
:

Effort @ Refresh i Mare Actions = &

Certify My Effort )

[ — Certify My Effort

Opan Ttems ]

6. Click on Labor Redistribution tab.
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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:

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

e 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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criteria).

Note: Using some advanced search fields may require including other search criteria (i.e. choosing a Pay
ID as a search criteria will require the use of Year and either Name or ID to be added as additional search

Effort Cartification

Labor Redistribution

Person Search

Laber Radistribution Actions
>

2 Refresh

Open Items.

SUNGARD' HIGHER EDUCATION

Person Search

los C Go
O Advanced Search  + i
Search Tips
‘You can search using the default search attribube displayed in the search Seld or you can sslect Advancoed Search and add muitiple search attributes to further refine your sesrch.

¥our search wil return the best results when you ans mons specic with your ssarch oiteris wsing multipe s=arch attributes

Bannar Efort Cortificasion {Reinase 8.5}

B W N e

Type ID (Aggie ID) in the ID field or enter additional parameters in the appropriate fields.
Use the scroll bar to see additional parameters.

Press Enter key or click the Go button.

Payroll transactions for the person selected will be displayed.
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Clearing a Search

To begin a new person search, perform the following steps.

Labar Redistribution Actions s . - 2
B —— > 2 Refresh = 5 ™

Approvals

Proxy or Supenser

[ search Descriptions: © _Zr(\) LS |
1 |

St Sty Displaying 96 rows.

1, Click on the down arrow on the Advanced Search Tab.

Person Search

x |
|_pav 1D i I lowe) 8| |
From Pay Yea | » |--- x/
To Pay Year =] I".’ x|
S —— T | T = |7
| Close Clear Go

{ :
| Q Advanced Search + | Mlm\&.

2. Click the Clear button.
3.  All search parameters will be cleared. Enter new search parameters and click Go to view search
results.
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Selecting the Labor Distribution

Once the correct person has been located a pay event must be selected for processing the labor
redistribution.

Effort Certification

Parson Ssarch

() Advanced Search = .

Last W First Kame D
Last Hame Firat: Name: B

Fay ID Fay humises Sequence

Far e oty
2 S 3 70, Complete |
—— —_—
2008 o 70, Comgles
208 [

2008 [

2008 E o L

2008 g ¢

0 c

208 11 0

2008 12 o

2008 13 o

2008 " o

208 15 o

200 1

2008 1

20 1

2008 18

2008 1

.

2008 s z o
Open Ttems ] e - .

2008 1 o

Fird Replace Acditicnal Crtera

1. Select desired transaction with a disposition of “70, Complete”.

a. Note: only transactions with a disposition code of “70, Complete” can be redistributed.
2. Click the Open icon or double click the transaction.
3. The selected transaction will be displayed.

Tes?® TP

The Find Replace button is not recommended for use since it will only replace the index
on the selected transaction; it cannot be used to change distribution percentages, hours
or amounts and does not change multiple transactions.

e Tip:
L]
Columns can be sorted in ascending or descending order by clicking on the column
headings.
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The Labor Redistribution window is divided into three main parts — The navigation pane on the left, the
main workspace in the center, and the sidebar on the right.

The numbers on the window below correspond to the descriptions in the following table O
5

B
G Labor Redistribution Gl '

Fersen Seanch e ikon et ¥ Puy Pariods & Earn Codes

o)

|First b Last M

915995-00.5K Reg Shift 1
Effective 29-De1-1004

Current Distributions &

T Fu gr Accgiant YO Baitionat nants | Hour P et

* Redistribution Details

o

* Proxy of Superuser

Dpen Thems =

= Porssn Search
Fist & Last Hame

# Item Description
1 Tabs (also known as The main tabs at the top of the workspace allow you to access
Modules) different types of information. The Labor Redistribution tab
allows you to access the Labor Redistribution module.

2 Links The left navigation pane contains a series of navigational links. .

3 Main Window This is the main workspace window. Lists and detailed
information can be viewed here.

4 Sidebar Contains context-specific panels such as Pay Period & Earn
Codes, Redistribution Details, and Proxy.

5 Help Contains system help for the current open view.

6 Buttons Context-specific buttons can appear below the main workspace
window if applicable.

7 Scroll bars If more information is available than can be displayed in the
workspace window, horizontal and/or vertical scroll bars are
available.

8 Expansion Bar The arrow on the expansion bar feature allows you to open or
close the sidebar when you would like to view the main
workspace window in a larger view.
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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.

E!ﬁf Cerfification | Labor Redistribution
Parsain Saardh Labar Redstritution Action T Fusiush dore Actions =
Fust k Last Hame:
Initiztor >

—_

Current Distributions

Pay Period &
Earn Code
Panel

Main Workspace

Window Redistribution

Details Panel

Open Ttems B

w Persan Ssarch

e

Thep -

¥ Pay Periods & Earn Codes
i |

919999-00.5R Reg Shift 1
Effectvee 29-0ct-2004

* Redistribution Details

¥ Proxy or Supsruser

1. From the Current Distributions window, click the Edit icon.
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Use the Update Distributions view to make required changes to a distribution.

ipdate Distributions

COA: N Posting Date  |Oct 17, 2011 | Charge All

Fund Drganization Acoount Program Hours: Percent Amount
r 100318 530101 2000 29.25 100 130.64 x|
d o o |
e e wue

A) Activity (L) Location P} Project (C) Cost l@

Current Summary: Hours: 29.25 Updated: 29.25 100% $150.64

Amount: §150.64
Percent: 100%

Cancel Round Add Line OK Changes

2. The Posting Date should default to today’s date. If it shows a different date, change the date to
today’s date.

3. Click the Add Line button to add new distributions. By adding a line the current account code
remains visible to be reentered in the new distribution. The account code must remain the same
as the original labor distribution.

4. Enter the Index number for the new distribution. Tab to populate Fund, Organization & Program
values.

5. Enter Account number from the original labor distribution.

Note: All labor account codes begin with 61XXXX.

6. Enter avalue for any one of the Hours, Percent, or Amount fields.

Note: The system will calculate the remaining fields based on the field that is populated (i.e.;
entering percent will calculate hours and amount).

The Change All checkbox will allow multiple earn codes within the selected pay event

»
Tip*
Tealll to be changed with one entry as long as the distribution index/indices and allocation
are identical.
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Banner Self-Service Electronic Labor Redistribution

(Mpdate Distributions

COA; N FPasting Date i_::_ , 2011 -I_-“
Trndex Fund Origanization Account Program
k 100318 530101 618100 2000
Y [oee] [100318 [eee] (530104 leee] [618100 loea] {2000 2
(i) Activity iL) Location (P} Project {C) Cost
Current Summary: Hours: 29.25 Updated:
Amount: $150.64
Percent: 100%:

[] Change All
Hours Percent Amount
925 100 15064 [
.'l-'_;".! B 150.64| |
58.3 200% $301.28
Cancel Round Add Line OK Changes

'_.U_p,dcte Distributions

COA: N
Inclex Fund
™ o000 ees| |100318
(A} Activity
=
™ WOOXK |wes| |10031B
(A} Activity

Current Summary:

Posting Date | Oct 17, 2011 |
Crganization Account
wes| (330101 wen| |B1E100 e
(L} Location {F) Project
sea| [530104 e 618100 wee
(L) Location P Project

Hours: 2925
Amount; §150.64

Percent: 10056

2000 e

(C) Cost

Updated:

7. To modify or delete a funding distribution, click the drop down arrow of the distribution.

[l change ail
Hours Percent
| 2925 100 | 1504 [
: I
: 14.63 50 | 7532 x|
13.88 150%: $275.96
Cancsl Round Add Line OK Changes

8. Make the appropriate changes to the distribution or
9. Click the Delete icon to remove the distribution.
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pdate Distributions

COoA: N Posting Date  |Oct 17, 2011 [] change Al
Index Fund Organization Account Program Hours Percent Amount

e TN HEs 100318 | 530101 i B1E100 :,., 2000 L 14.63 50 r Ea
[A) Activity (L) Location P) Project (iC) Cost

v ooooex |, [100318 || [samed [..] [BaBi0 [...] [2000 14.63 5 s32| (]
(A) Activity (L) Location F) Project (C) Cost

Current Summary: Hours: 29,25 Llpdatad; 9.26 100%: 150 hdl

) I

Amount: $150.64

Percent: 100%

A

Rownd

Amount and Percent totals in the Current Summary.

received when trying to save changes.

Error

Total new |labor distribution hours must equal total old eam hours; Correct
the hours or press ROLND.

to make the Current and Updated distributions balance.
12. Click the OK Changes button to continue.

Te

window. Exiting the system at this time will lose all changes.

Add Line

0K Changes

10. The Hours, Amount, and Percent totals of the Updated distribution must equal the Hours,

Note: If the Current Summary does not equal the Updated totals, an Error message will be

11. Use the Round button if one of the fields is slightly off, the system will round one of the records

L]
’m Tip' The OK Changes button will transfer the changes to the Labor Redistribution action
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Parson Ssarch

[ =)

= Persam Search

aTICN

Effort Cartification  Labor Bedsgtribution

trmmtor >

T Pay Periis & Earn Coes

Cument Distributions:

= R Dl
Updated Distributons %

e

Py OF Suari

Leietc Lpdeien =

T

Teal® Tip*

Tes? TP

13. Review the Updated distribution to verify the change.
14. Effected earn codes will display an “x” in front of the position. If changes need to be made to

additional earn codes, click on the earn code and follow steps 1 - 13 above for each earn code
needing to be changed.

15. Click Save when all changes are made correctly.

Note: You must Save your work before you will be able to enter comments.

The Save button will save the changes requested without routing for approval. Data
will not be lost by exiting at this time.

The Delete Updates button can be used to delete changes prior to saving. After
saving the transaction, the Erase button can be used to reverse the changes and
revert back to the original transaction.
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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.

Note: You can add up to 4000 characters of text.

Thoe -
Effort Cedification | Lobor Redistribution

L]

Parson Saarch " Pay Periods & Earn Codes

Fited Mgrres & Laat Marne

Tritia o >
P19999-00,5R Raq Shift ¢

F o = ’ e Effective 25-Oct- 1004
Current Distributions &

FOOCKKK

= Redistribution Details

w Proay or Sup-srisr

Open Thems B

w P

wrson Search
Fiast Name & Last

1. Click on the Comments link.
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Mot Corfification  Labor RedsirRaticn e e
s - e R——— B e ki sane A= I Do
First & Last Hame
A e >
-
Cigmn Zarrm :
b it

Vo

* Pay Perwts b Lan Cinles
A e 1 | w

WA Ny T

Pheties 08 dgw JIO%

2. Click the Add Comment button.

Note: You can also click More Actions to select the Add Comment window.

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

93




Add Comment

Comment =

?

3. Comments are required when initiating labor redistributions. Additional justification is
required when the redistribution is over 90 days from the original pay date.
4. Once the comment section is completed, click on the Save button.
5. Click the Cancel button to return to the Labor Redistribution without saving the comment.
Vg =
1Mot Corfifiinion  Lobol Redetrafon
p.fi.u..... " T s e T Py Prormnte b e Canten
: T
- EPection 1 Age J00Y
6. Click Initiator to return to the transaction page.
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Submitting a Labor Redistribution for Approvals

(i Cantificotion  Lobor Redaiributon

Uptatod Detributions

e Pl

PR T -

1. Review changes and comments
2. Click the Submit button to route the redistribution for approval or
3. To remove all changes without submitting click the Erase button

your work, you will not be able to view or add to the routing queue.

Teﬂm Routing Queue can be used to email individual approvers.

T

* Pay Powials B e Casles.
-

# IS (LD b T |
[ —————

T Freey e b —

Note: After submitting, the Routing Queue will be accessible to view the approvers. Prior to submitting

¢ The Routing Queue link can be used to track the approval process. The email link in the
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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.

Prep =
Effort Corification | Lobor Redistribution
[ P Labor Redestribution Actions B Redfresh Mo Actions * 3§ Clos * Pay Periods & Earn Codes
Firsd & Las Nari e [ 2006 5, Sequence 2 |+ |
HI0L55-00,5R Reg Shikk |
Efectivn OL-Agr-2005
51 Cash Shift 1
Reuting Quee >

1. Click on the Routing Queue button.

Effort Certification | | Lobor Redistribution

Person Search w Pay Paricds & Earn Cofes

| 2005 53, Sequence 2 | »

P.919999-00.5R Ang Sht |
Efective F-Oct-2004

Reuting Guaus >

Opan ltams

(]

-

B
Flast 2 Last Marre

Heckd Member

2. Click on the Add Member button.
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Add.New Member .
)

Name s

Sequence s

Action *i Approve | » |
Save

Cancel

3. Click on the drill down button and a list of available names will appear.

Note: Additional Approvers or FYI Participants may be found by typing in either the first or

last name.

Person Search L
x

Filber

BannerID

MName
@ —First & Last Mame Banner ID i
=

Select

Cancel

4. Select the name of the participant to add to the routing queue.

5. Press the Select button.
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,Add.New Member

= First & Last Name & User ID

Name

Sequence #| 500

Action =| Approve v

6. Enter sequence “5.00" in the Sequence field.

Sequence numbers indicate the approval level and order of approval. The most commonly used
sequences are...

Sequence 5.00 Departmental Approval: Dean/VP/Community College President or
designee; Principal Investigators receive FY| copies

Sequence 10.00 Restricted Accounts Fiscal Monitor (SPA)

Sequence 15.00 Unrestricted Accounts Fiscal Monitor (AFR)

Sequence 20.00 Controller (for transactions submitted later than 90 days from payroll
date)

Refer to Appendix D for a complete list of approval sequences used.
Note: Always use Sequence 5.00 when adding a member to the routing queue.

:Add New Member

Name s | First & Last Name & User ID ."|
Sequence s |5
Action s| FYI
Approve
FYI Cancel Save

7. Click on the drop down arrow and select either Approve or FYI.
8. Click on the Save button.

Note: Selecting the action of Approve will require approval from the new member. If not
obtained, the Labor Redistribution will not move forward to next approval sequence.
Selecting the action of FY!l will not hold up the approval routing. If FYI Participants do not
acknowledge within one week the system will automatically acknowledge the transaction.
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53 : 10 [
Effart Certification | Labor Redistribution Sgn Out

B Labor Redistribution Actions ‘T Rafrush il Mo Actions = 36 Codt

First bama L Lutt M ama

Initiator

Rowting Queus >
Goquence 500 P11
& Pending E-mail
Addsonal Saneor WP Tor Admin arcd Friasge

Appicae

E-friail

Aol Senior WP for B ardl Frasce
Sequence 15,00 Approve
A Pending E-mail L

Group LEFs Ower 90 Daps

Sequenc Approve
d rending E-mail
Groep LEFs Ower 50 Days W Proxy or Superuser
Sequence MO0 Approve
s Pending £-mail
Open Rems QI
* Pursen Ssarch
st b Last Name:

Add Membir

9. Click the Close button.
10. Sign Out of system.

Note: Failure to Sign Out of system properly may lock the employee’s labor transactions; making
them unavailable to others.
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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.

Ut Contifictinn  Lobor Swdsrioution

1. Review the Index and Percentage for each earn code.

2. To switch between earn codes, click the earn code in the Pay Period & Earn Codes panel.
3. Click the Edit icon.
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Mpdate Disfributions

COA; N Posting Date ['J.f-\-' 12, 2012 |L' Chamge All
Index Fund Crganization Aocount Program Durs Percent dmount
F 101989 110102 510035 s14100 1800 8 100 112.32 isil
Current Summary: Hours: B Updated: 100%: $112.32
Amount: $112.32
Percent: 100%
Canced Round Add Line 0K Changes

4. Ensure the posting date is set to the current date. If it shows a different date, change the date to
today’s date.

5. Click the Change All checkbox.

6. Update the distributions following instructions on pages 11-14.
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the labor redistribution.

15-22 to complete the labor redistribution and route for approval.

7. Updated distributions will be indicated by an X in front of the earn code in the Pay Period & Earn
Codes panel. Any earn codes without an X will need to be updated separately prior to completing

8. Once all earn codes have been updated as appropriate, click Save and follow instructions on pages
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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.

Tow =
] ¥t Coiificaion  Lobor Redstribution S G [

i
k a1 = ] L] 0, Corpis

»

4, G

[T e —

1. Select the pay events to be redistributed. Note that the pay number may not be in sequential
order.
a. To select sequential pay periods, click the first pay period. Hold the shift key and click
the last pay period to be redistributed.
b. To select non-sequential pay periods, click the first pay period. Hold the CTRL key and
click on the remaining pay periods to be redistributed.
2. Click Open. The first pay period will be open.

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

103



| Parens Sear

"

 Prumy or bupsrwar

Oy e

[ u]

i T

MGAR 1 EETATIY Bervers St St (Mo K744

3. Click the drop-down box in the Pay Period & Earn Codes panel to view open pay periods.
Review each pay period and associated earn codes.
4. Click the Edit icon.

Updafe Distributions

con: N Posting Date [Nov 12, 2012 ([ G} | Change All
Index Fund Organization Aocount Program rs Percent Amount

P 101969 110102 510035 614100 1800 B 100 112.32 'E|

Current Summary: Hours: B Updamd: 8 100%: $112.32
Amount: §112.32

Percent: 100%

Canced Rouwnd Add Line OK Changes
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5. Ensure the posting date is set to the current date. If it shows a different date, change the date
to today’s date.

6. Click the Change All checkbox.

7. Update the distributions following instructions on pages 11-14.

%ot Cortificotion  Lobor Sedstriation

...........

Updated Disributions

9. Updated distributions will be indicated by an X in front of the earn code in the Pay Period & Earn
Codes panel. Check each pay period and all associated earn codes by clicking on the drop-down box
in the Pay Period & Earn Codes panel.

Caution: Because the change all function is used to change multiple pay periods and multiple earn
codes, it is critical that you check all earn codes to ensure the proper changes were made.

10. Once all pay periods and earn codes have been updated as appropriate, click Save and follow
instructions on pages 15-22 to complete the labor redistribution and route for approval.
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11. The Batch ID column on the Person Search window will show a batch number next to the pay
periods that have been redistributed using the Change All function.
12. When all redistributions are completed, be sure to Sign Out of the system.
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Retrieving a Labor Redistribution to the Original Status of “70 Complete”

It may be necessary to return a Labor Redistribution back to its original disposition of “70 Complete”
prior to processing by payroll (i.e. due to errors or changes in status). This process can be completed as
long as the Labor Redistribution is in the status of “47 Pre-Balance Update or “48 Pre-Approve update”.
Locate the Labor Redistribution by using the Person Search option. If the disposition displays “48 Pre-
Approved Update”, open the Labor Redistribution and view the Routing Queue to determine the
pending approvers. Contact the approver in the level which it resides (i.e. at the departmental approver
or fiscal monitor approval) and request that the Labor Redistribution be Returned for Correction. Once
the disposition displays “47 Pre-Balance Update follow the steps below to cancel the update and revert

the transaction to its original state.

First perform a Person Search to locate the desired Labor Redistribution.

Effort Certification | Laber Redistribution

Parsan Search %

— Person Search

¥ Supaniser |
Search Descriptioms: 10 = Sl x

O, Acdvanced Search = Ditsplaying 108 ron
Last Fame First Kame lie} Fa ¥ Py Fay Kumber Sequence Drspostion UL
Sunhine dare BODO00001 m2

_— ¥

1 A L [l M, G

Sunshing Jang 00000001 1012 L 1 L ", ¢

Surghiw: Jare BOC00000M 11 e 1 [ 0, ¢

Surakie Jwn A0000M 013 1 0, C

Surehine Jare BICO0000) 1012 L 0] M, C

Surehie dare BOCODODM miz L' [ 70,

Sunzhine dane. BODOC0001 i & 1 [V 0, ¢

Sunshine Jane B0000000 012 L M,

Sinshing oA ana A 012 S L M, o

Sinshng o ane S00000000 013 C [ 70, ©

[inshive Jane 00000001 01z o 2 ; 1

Sinshing T 00000 Mz = 2 L &

Sunshine Jane 200000001 mnia & E B, -

Sunshine Jans S00000000 011 L: [ 1,0

Sunshine Jane 00000001 01 SC ™ i 0, O

Surchirn Lww BOOOO0O0T i 8 3 0 0, C

Sunshine Jane S00000001 i L 0, O

Sunshine Jane S000000 A = 2l [ 70, Compiete

Sunshine Jane 00000001 il & i [ W, Complete

Sarehine Jare BOODD0DT 011 o 19 i

1.  Select desired transaction disposition of “47 Pre-Balance Update” this indicates the transaction

is accessible for initiator action.
2. Click the Open icon or double click the transaction.
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The Labor Redistribution window will be displayed.

2 Refresh (& Wi

£ Person Seainch | Labar Redistribution Actians

Initiator

Comments
Current Distribufions

Rauting Queus
(a1 Index Fund Qrgn Account Program
N 11279% 111360 530350 614100 1800
Updated Distributions
COA Tndex Fuind Orgn Bocount Program
N 100783 110006 530340 £14100 130

Open Items

w Parson Search
Jeninifer Gabed

More dctions = B Close

4
Additional Companents | Haurs Percent Amount
BE&T 100 166565
Additional Companents | Hours Percent Amcunt
BE.AT 100 1665.65

@ Erase Submit

3. Click on the Erase button to revert back to its original state.

Mare Actions = 3 Ciose

= Refresh i

Labor Redstribution Actiens

Current Distributions
(e} Index, Furd Orgn Acount Program Additional Comparents | Hours
M 112799 111260 53035 614100 1800 B6&.67

* Pay Periods & Earn Codes

|»

2011 5C 7, Sequence 0

188686-00,Reqular Shift 1
Effective 01-Jan-2011

| Redistribution Details

2011 5C 7, Sequence 0 : .
| O-Apr-2011 - 1S-pr-

Status :
| Hours : Bs67
| hmeur : $1,665.69

Peroent : 100.00%

Cricinaor © Dee OfLarey L7

Dispeition
| 70, Coerplete

disposition.
Click on the Close button to close the transaction.

Notice the transaction reverts back to Current Distributions and is now in the “70 complete”
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Labor Redistribution S U.tw

Labor Redistribution Actions 2 refresh w1 3 i

Person Search

Search Deseriptions: [0 = SP000000 X
(), Advanced Serch Displaning L0 rows.
Lant M First Blarm o Pay e ¥ | Pay ID Firy Nomibes Sequence Commeris
Sunthine dare E0000000 012 SC B o -
Sunshire Jane BO000000 2012 & 1 o
Sunching Jare U000 2 5C 12 0 70, Complete

6.  Once the Person Search screen is displayed, Sign Out of system.
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Payroll Earn Codes for Labor Redistribution

EARN
CODE
ADP

AIR
ALL
ALT
ASR
AWD
BON
CTE

*DFA
DIF
DL1
DL2
DL3
DL4
DLS
DL&
DL7
DL8
FML
HOL
HWK
HWP
HWR
LWp
oce

SHORT DESC.

Addl Pay
Adj JR
Allow
AnnlLeave
Adj SR
Award
Bonus
CT Earn
CT Taken
Def Amt
Diff Pay
DL1

DL2

DL3

DL4

DL5

DL6

DL7

DL8
FMLA
Holiday
HidayWK
Holiday
Holiday
Leavpay
ON CALL

earnings.

LONG DESC.

Additional Pay - Services
Adjustment — Job Rate
Allowance-Taxable Compensation
Annual Leave Taken
Adjustment — Special Rate
Award — Taxable Compensation
Bonus Taxable Compensation
Comp Time Earned

Comp Time Taken

Deferred Amount

Differential

SCA Salary

SCA Holiday

SCA Leave

SCA H&W (Health and Welfare)
SCA Salary-Student

SCA Holiday-Student

SCA Leave-Student

SCA H&W-Student (HIth & WIfr)
Family Medical Leave Act
Holiday Leave

Holiday Worked

Holiday Worked Premium-PSL
Holiday Worked Regular -PSL
Leave With Pay

On-Call Pay

EARN
CODE
oLT

oTC
OTH
oTP
0TS
REG
RGA
RGG
RGO
RGS
RGT
RGW
ROY
RSF
SAB
SAP
SH1
SH2
SLT
TIP
TP3
TSF
TGR
UNP
UNT
VCB

SHORT DESC.

OthLeave
OT Comp
Tax Comp
Overtime
Overtime
Regular
Regular
SG Reg
Regular
SR Reg
Regular
WS Reg
Royalty
REGULAR
Sab Pay
Sab60Pay
10ShfDif
40ShifDif
SckTaken
TipCash
TipCash
REGULAR
REGULAR
UNIONPAY
UNIONTIM
Veh Call

LONG DESC.

Other Leave Taken

QOvertime Compensation
Other Taxable Compensation
Qvertime Pay @ .50

Student Overtime Compensation
Regular Staff Earnings
Regular Academic Earnings
Graduate Student Earnings
Temporary Staff - Other
Student Earnings

Temporary Staff Earnings
Work-study Earnings

Royalty Pymts — W2 Reportable
Regular Student Flat Rate
Sabbatical ¥ Year Full Pay
Sabbatical Full YR 60% Pay
Shift Differential @ .10

Shift Differential @ .40

Sick Leave Taken
Tips-Taxable Cash
Tip-Student Cash

Taxable Student Flat Earnings
Taxable Graduate Earnings
NMSU Paid Union Time
Union Negotiating Time
Vehicle Callback Event

*Note: The DFA earn code cannot be moved by itself. It can only be moved in conjunction with REG
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Earn Codes that cannot be redistributed on a Labor Redistribution

EARN
CODE
ALP

BSK

DFP

poc

FTB

GLF

IND

INH

LNP

LwB

MOV

SHORT DESC.

AL Pay
Tax BB
Vehicle
Def Pay
Docked
Tax FB
Tax GLF
Tax Ins
Tax Ins

Lwop

LWop

Mov/Table

LONG DESC. EARN SHORT DESC. LONG DESC.
CODE
Annual Leave Pay Out Mv2 MovMNoTax Non-Taxable Moving Reimbursmnt
Basketball Discount — Taxable NCA NCALLOW Non-Cash Allowance — Taxable
Univ Furnished Car — Taxable NPD Per Diem Student Per Diem
Deferred Pay Out PHC Tax PHCC Picacho Hills CC Membership
Docked Pay REC Pay Rec Pay Recovery
Football Discount — Taxable RGZ NO PAY No Pay
Golf Membership Disc- Taxable RST Pay Rec Pay Recovery — Student
Insurance — Dental DP SLP Sck Pay Sick Leave Pay Out
Insurance — Health DP TP2 TipRptg Tips — Taxable Report-Only
Leave Without Pay TP4 TipRptg Tips — Students Report only
Leave Without Pay w/Benefits TPD Per Diem Taxable One — Pay Per Diem
Moving Reimbursement - Taxable TUI Tuition Tuition Waiver - Taxable

Payroll Dispositions Descriptions

Payroll dispositions represent the status of the Labor Redistribution. This information is listed when
viewing a list of Labor Distribution and on the Redistribution Details window pane. Below is a list of the

dispositions.
Payroll Dispositions
Disposition Description

47 Pre-Balance Update LRF Pending Action

48 Pre-Approve Update LRF Pending Approval

50 Awaiting Update Payroll Update is Pending

60 Finance Extract Action is Complete and Payroll History is
Updated

62 Finance Interface Action is Complete and Pending Feed to
Finance

70 Complete This event is eligible for redistribution
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Labor Personal Action Form (LPAF)

e LPAF is needed to change labor redistribution for future payroll (see next page)

e Check NBAJOBS to ensure that the position number, suffix, ECLS and Org are correct on the
hirer being affected

e The effective date must be the 1% or the 16'" of the month

e Ensure all index percentages add up to 100%

e Reason must state why the change is occurring

e Post the change in the earning reports- proration of salary may be needed to calculate.

e LPAFs involving restricted funding should include the signatures of all impacted Pls and
acknowledgment of the employee. If an impacted employee or Pl 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)

INJAUL Peyroi services _ 8 o sresgoras o
TWIVERSITY Lahﬂr qusnnl'lﬂl A(:tlﬂl"l FOI’I"I'I {LPAF) -

Instructions: This form is used to make a change to future job labor distributions. To make a change, indicate the Grant,
Index, Fund and Percentage of the new labor distribution. The total percentage of labor distribution listed must be 100%.
Labor distribution changes are effective on either the 1st or 16th of the month and must include a full pay period. Only one
effective dated action may be made per form. Retroactive changes to labor distribution (actual salary expense) must be
submitted using the Electronic Labor Redistribution.

Employes |D0: Last Mame: First Mame:

Suffic ECLS Org:

1}
a
:
E

Grant Index: Fund: Percent k]
Grant Index: Fund: Percent Yo
Grant Index: Fund: Percent k]
Grant Index: Fund: Percent k]
Grant Index: Fund: Percent k]
Grant Index: Fund: Percent k]
Grant Index: Fund: Percent k]
Grant Index: Fund: Percent k]

Total: k]

Requestor Mame: Email: Phone:

Name: Signature: Date:

[JPrincipal investigator ] DeanVPiCC Presidert [ Designes QR |rmtw|-a-r|ua--mu- [JDept Headir meilmq-:rwl;l

[ Reset | [ Prnt |
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Personnel Action Form (PAF)

e The PAF is used for departments to make changes to employee records or job information
o Itis used for termination,
Add differential amount
Adjust employee’s base hourly rate
Adjust job start date or end date
Increase pay due to attainment of degree allowed per policy
Change department organization#
Change an employee’s established full-time equivalency (FTE)
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
e All transactions require a documented reason for the change. A memo can be used as backup
documentation.

O 0O O 0O 0 0 O
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Personnel Action Form (PAF) & Instructions

Personnel Action Form (PAF) Instructions

Sections Field Definitions Reguirement  Banner Form
n 1 - Employee Information

Employes ID Employes's Aggie ID Number [2:0000000C) Riquired SOMIDEN

Employes Hame Hame should be ksted Last, First, M1 Riquired SOMIDEN

Posstion & Sin digit numbser position number. Regular postions begin with numbers 1 - 7. Temporary Rizquresd NELLST
positions begin with number 9.

i Teeo digit job identifier. Will default to 00. If hiring an indrvidual with the same position rumbser|Requined MBLILST
for multiple jobs, the suffic will be numeric - 00, 02 etc. Differentials and allowances appear 25
separate jobs and have alpha-suffices of AD, AL, D, SP, ML, etc.

ECLS (Employee Class) Represents the employee class of the job being updated. The employes class defines job type |Required MELILST ar NEAKIES
{exempt or nonexempt], job group {faculty, staff, and student] and job status {regular or or assocated
temporary). Position/Suffx

jOrg [Department Org#] Banner assigned five digit organization number for the department that the job belongs. Rizquresd NEAKIES: ioh

Location

[Section 2 -Status Change (required only if processing termination or leave of absence)

lLast Davy (of Employment)

Enter the kst day of emplayment in the department/posibon |employes will receive pay for
this day).

frerm Code

TERME - use to termanate employment with MRS,

TERMI - use if employes i terminating a job and will continue ather employment with the
university; new pasition requis#ion number should be referenced if known.

RETIR - use when an employes i retiring from NMSU with at least 10 years of consscutive
SETViCE.

DEATH - use when an employee has become deceased.

flerm Reason

T - use if the emplopee voluntarily resigns; copy of employees resignation better should be
attached.

DE - use when employee is decessed; last day of employment should be the date of death for
benefit purpases.

RE - use when employes has completed retirement paperwock with Benefit Services; copy of
employes resignation letter should be attached.

Required only if processing a termination

- involuntary terminations must be
processed by Employee & Management

Services in conjunction with the

terminating department.

Leave Status

LWP - use to indicate leaee should be paid (accrwed leave must be avadable for use)

LWOP - use to endicate leave will be used without pay (when acorued leave is not available)

Active- use to indicate when the employee will return from leswve status,

Leave Type

EDULY - use when educational leave is approved; UWF and LWOP for faculty must be approved
by the Executive Vice President and Provost; LWOP for exempt staff can be appraved by the
department Vice President through the department Supervisor.

FCL - use when family medical keave has been approsed by Muman Resources for 9 manth

[aculcy

FARALS - use when Family medical |eave has been approved by Human Besources; copy of
appraval should be attached.

HFMLA - use when family medical leave has not been approved and the employes s out for
their own personal liness; requires physician release to return to work.

MLTLY - use when an employes has been called to actree military duty; copy of military orders
must be attached and the employes must see Benefit Services prios o efectree date to finalize
benefit continuation during |eave.

PERLY - use when an employes i requesting a leave of absence that does nat qualdy for
another leave categony; LWOP in excess of S0 days reguires prior approval from Human
Resources.

PROLY - use as LWOP only; per policy- faculty lesve must be approved by the appropriate
academic Dean; exempt staff leave can be approved by department Vice President through
department Supervisor.

HLEAV - use to indicate when employes is returning to active status.

LABLY - used when a facully membser & approved for sabbatical lesee by the appropriate
academic Dean.

[ fiective Date

Leave Start Date - Enter the date that the leave status will be in effect.

Buctive Status Skart Date - Enter the date the employee first reports back to work.

Expected Return Date

Ta be used for sabbatical keave and leave withouwt pay - enter the anticipated refumn from leave
date. This date will be used to process the return bo active status date for sabbatical leave
anly. For LWOP, it i informational for benefit payment purposes.

Required only if processing a leave action

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

115



Personnel Action Form (PAF) Instructions
[5ection 3 - lob Change Information (required for changes other than termination or leave actions)
Effective Date:  Enter the first day that the job change will be in effect. (Required for all.)
IChange Code:  Opfions are listed below along with the possible associated fields that muwst be completed.

ADIFF Field: Differentiof Amouwnt - Uise to add a differential. For exempt employees, provide the A code is reguired for all transactions;
annualized salary; for nonexempt employees, provide the hourly rate. Memo reguesting multiple transactions are allowed on ane
differential amount, reason for it, start/stop date of it and funding source must be attached;  |PAF as long as the effective date is the
reguest is reviewed by Compensation Services - approval is not guaranteed. Jsame for all transactions. The Code to be

used should be the primary action being

BASE Fieid: Salary/Hourly Rate - Use to adjust employee's base hourly rate (nonexempt] or annual  Jrequested. For example: A FTE change for
salary (exempt]. For temporary positions only. Do not include differential amounts here. an exempt employes will also result in a

base salary change. The change code

CDIFF Field: Differentiol Amownt - Use to change the amount or end date of an existing differential. |should be FTE but both the FTE field and
For exempt employess, provide the incramental annualized salary; for nonexempt employees, [the Salary field should have changes.
provide the incremental hourly rate. Request is reviewed by Compensation Sanices - approwval
is not guaranteed.

DATE Field Options: Job Stort Dofe andfor Job End Diote - Use to adjust job start date or job end
date; job start dates can only be changed if the employes has not been paid on that job;
extension of job end dates will be reviewed - approval is not guaranteed.

DEGRE Field: N/A - Use to increase pay due to attainment of a degree allowed per policy; copy of the
employes's transcripts showing the degree award date and a copy of the employee's most
recent evaluation must be attached.

DEPT Field: Department Ovgl - Use to change the department orgl when change ocours within the
same Surnmary Organization unit; copy of written notification to the employes must be
attached.

EDIFF Fiald: N/A - Use to end an existing differential earlier than originally requested.

EQUIT Fiald: SataryHowrly Rote - Please contact your HR Business Partner for assistance in reqguesting
equity adjustments.

FTE Fiald: FTE and Sakar uriy Rzt - Use to change an employese's established full time
equivalency (FTE). If employee is exempt, a change in FTE will also result in a salary change.

Daocursentation indicating employee was notified in writing and agreed to change must be
attached. Employees in regular positions cannot be reduced below SFTE.

ORGCH Field: Deportment Org® - Use to change Summary Organization unit; copy of approvals from
appropriate Deans/Vice Presidents must be attached. Changes in departrent orgh outside the
summary ofgh must have a position transfer request form attached.

PROB Fida!: Solavy/Howrly Rate - Use for completion of the probationary period. Performance
evaluation must be attached.

REPORT Fiald: Reparts to Positiond - Use to change the position number a filled position reports to.

SERV Field: Salory/Hourly Rote - To be used by the Police Department OMLY. All other Service
Increases are automatically initiated by Human Resources.

SHIFT Field: Defoult Shift - Use to change the primary shift of an employee.

TIME Field: Time sheet Org - Usa 1o change the Gme sheet organization number for an emplyes.

TITLE Fiela: Title - Used to change a working title of a position_ Al title changes will be reviewed by
Compensation Senvices- approval is not guarantesd.

[Section: 4 Reason for Al transactions require a documented reason for the change. The comment should reflect the reason for change or reference the
[Change/Comments supporting documentation for the proposed change.

Saction: 5 Requestor Prowide reguestor contact information in case additional infarmation is needed.

Information

Section: 6 Approval Original approval signatures are required in acoordance with employee type as indicated on the form for Facutly or Staff and Students.

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

116




New Mexico State University
Human Resource Services

STATE Personnel Action Form (PAF)
Completed form should be submitted to MSC 3HRS or Hadlev Hall, Room 17
Section: 1 EMPLOYEE INFORMATION
Employee 10 Employee Name (Last, First, MI):
Position#: Suottix: ECLS: Org: S_EII::"C:_E“F_ Ol_g -
Section: 2 STATUS CHANGE (Do not complete Section 3)

Term of Emplovment

Last Day: Term Code: - o - Term Reason: .

Leave of Absence

Leave Status: - e Leave Type:

Effective Date {Actual Start or Retomn Date): Expected Return Date:

Section:; 3 JOB CHANGE INFORMATION (Only complete fields to be cha ngcdl
Effective Date: R = Change Code:

Job Start Date: Dnfterential Amount:

Job Stop Date: Salary'Hourly Rate:

Title: Department Org#:

FTE: Reports to Position#:

Default Shift: [(Joay [Swing [ JGraveyard Time Sheet Org:

Section: 4 REASON FOR CHANGE/COMMENTS

Section: 5 REQUESTOR INFORMATION

Requestor Name: Email: Phone:
Section: 6 ( Must be completed) APPROV AL

Required for Faculty: Depi Head' Dir, PP Dean'TC Presidens and HR Services = Reguired for SigffSidents: PP DeenCC Presidenr and HR Services

J.I|..'|r[ E.h-.mi-'l.]ir|ufni-.u;u1|: . [_]..-i.uiimnt}.'- :ll.}csl._u.:nu:u: Print Dhaitir
VP/Dean/CC President: D;iml.u.wrlt}'- |_][.J-:.-ili.:|1.c-: Print Date
HR Serviees Frint Date
Internal Use Only
Data Payrol Pay Event Adjustment Budget

Reset Form  Print Form
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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.

e A PEF is used to hire positions within HEST.
e Foroverload hires, complete the OAF and submit for approval before the PEF.
o Once approved, the OAF must be attached to the corresponding PEF.
e Use the Requested Base Salary Calculators for summer faculty hires and prorated GA
employment. These calculators can be found at:
e https://hr.nmsu.edu/managers/hrcalc/rfps.html
o https://hr.nmsu.edu/managers/hrcalc/gaps.html
e The most current salary and title information can be found here:
o https://hr.nmsu.edu/general-resources/employmentl/salary.html
e 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:

e 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
e Special collaboration and signatures are needed for hires involving cost share and
restricted/project funding.
o If cost share is involved, the Cost Share Pl should review and sign in the cost share
section of the PEF.
o For other project/restricted funding hires, the Pl should sign on the Principal
Investigator (PI) line.
=  Pls cannot be the only signee for their own PEFs.
o For Pl or non-grant hires, the department chair must sign where indicated.
e All course details requested in the PEF are required, if applicable.
o For buyout-related PEFs, see the manual section specifically about this.
e The preparer must specify the duties, rate calculation, funding source and supervisor in the
space provided, if not a course-based hire.
e Preparer must indicate that any required offer letters and transcripts are being prepared.
e If a salary calculator was used, a PDF of the printout should be attached to the PEF.
e 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.
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e PEFs must utilize NMSU conventions and rules for position titles, account codes, and salary
brackets. See: https://hr.nmsu.edu/general-resources/employmentl/salary.html
e 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.
e PEFs are posted in the earnings report for the appropriate department and index
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MSC 3AC

New Mexiro State University

P.0. Box 30001

Las Cruces, WM B8003-8001 575-646-5858
hest. nmen edu

Overload/Supplemental Request

Caollege of Health, Education, and
Social Transformation

Complete One Per Individual

To: Diate:

Requested by: Course:

Home Dept.: credit hours:
F2F—online:

Instructor Name:

Funding Source:

Amount Requested:

Rationale for Request:

Additional Remarks:

Approvals:

Department Head/Director Dean

Cc approval form to chest-rbc-directors@nmsu.edu for processing
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HEST PEF (Preliminary EPAF Form)

College of Health, Education and
Zonoal Transfermation
et s PEF: Preliminary EPAF for Hires
o Prpared 5y I —

[Fezst.nmsu.edy

SectianL: Emplopes and Job Information
Aggie 1D | |
Positon | JobType:  Primay[ | Secondary [ | Oweroad [ ] |
Section 2- Activats HiraiRshirs

Coniract Type Position or GA Level |

Job StartPersonnel Date Job End/Persannel Date |
Job Title Job/Timesheet Org Hire |

Employee Class Code Hire Term |
Annual Salary or Rate | Hire FTE |
Secticn 3: Labor Di [for course buy only list the informaticn as it pertains to the buyout funding source]

GRE or Index Name | | ngexs| | Fund#| | Account|
R or Index Name | | index | | Fund#| | Acoount |
GR# or Index Name | | Index #| | Fund#] | Account |

Section 4: Cost Share & Job Information

Grant Name
W position be costshared (C5)7

Grant Mame

Caost Share Pl Signature (Required If Applicable):

Section 5: Course Assigrment
Course Name Number!CRN

Total [ |

Section 6: Budget Salary & Fringe
Salary Caloulablon Basls, =g, (Rate * FTE * Length of Hire): Salary (Proated) Amount: [ | Fnge Rate

Frnge Amount e o e g

Budpgst Total: [30.00 |

Section 7: Eligibility [Not Required for Buyouts]

Toal FTEa NMSU (nclugingtris hire): [ | For GA & Student Hires:

Offer Letter Prepared: [] « Maets GPA Minimum (grad 3.0iundengrad 2.0)7 |
DMesal Transenpts on Flle {StamFacuty Hires): [ = Enralied In Minlmum Hours {grad Siundengrad 6)7 O

Section 8: Req G —

Principal Investigator Date DeparmentProgram Head
Does the P have a conflict of interest (COI) to disclose for this hire?

Supenvisor of Record (for HR & Paymoll approwals), i not PlDepartment Head ramed above:
Dioes the supervisor have a conflict of interest {C0) to disclose for this hire? Hoka: Amyone Wi 3 OO t0 ciscioss Should fllow NMSL! policy for doing 50,

Ressarch Center Review

For Restricted & Non-I&G Funding: Accountant &pproval For 1&G Furding: REC Director Approval

Dean Approwal (If Meeded) Crinitaed & UpsSslend By Dim uwam&-_mmm&mc&5ﬁ;
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GA Salary Table

Graduate Assistant Salary Table with 1.5% Increase

Graduate Assistant Salary Table as of 7/1/2021
FTE G1 G2 G3

0.500 $18,435 | $18,862 | $19,288

Academic Year (HACD) 0.375 $13,826 | $14,146 | $14,466

0.250 $9,217 | $9,430 | $9,645

0.500 $9,217 | $9,430| $9,645

. ter (HFAHSP) 0.375 $6,912 $7,073 | $7,232

emester -

' 0.250 54,609 | $4,716 | 94,822

0.125 $2,305 | $2,358| $2,412

0.500 $24,580 | $25,149 | $25,718

Annual (HANNL) 0.375 $18,435 | $18,862 | $19,288

0.250 $12,291 | S$12,575| S$12,859

0.500 $6,146 | $6,287 | 56,430

Summer Session (HSUM) 0.375 54,609 54,715 54,822

0.250 $3,072 | $3,143| $3,215

0.500 53,072 53,143 53,215

Summer (HSUM1,HSUM?2) : ’ — =
0.250 $1,537 $1,572 51,607
Staff (Exempt & Nonexempt) Salary Table
Increase Grade 03 to $11.50 and adjust the rest of the scale 1.5%
Staff (Exempt & Nonexempt) Salary Table Effective 7.1.21
Entry 1st Qtile Midpeint 3rd Qtile Maximum
Pay Level Hourly Annual Hourly Annual Hourly Annual Hourly Annual Hourly Annual
Rate Salary Rate Salary Rate Salary Rate Salary Rate Salary

03 11.50 $23,920 $12.94 $26,910 14.38 $29,900 515.81 532,890 17.25 $35,880
04 11.95 $24,847 $13.44 $27,953 14.93 $31,059 516.42 534,165 17.91 $37,271
05 13.44 $27,953 §15.18 $31,577 16.92 $35,200 518.66 $38,824) 20.40 542,447
06 15.43 $32,094 §17.42 $36,236| 19.41 540,377 §21.40 544,518 23.40 548,659
07 17.91 $37,271 $20.16 541,930 22.40 546,589 52464 $51,247 26.88 $55,906
08 20.40 $42,447 $23.14 $48,141 25.88 $53,836 528.37 $59,012 30.86 564,189
09 23.89 $49,694 $26.88 $55,906| 29.86 $62,118 532.85 $68,330 35.84 574,542
10 27.37 556,942 $30.86 $64,189 34.35 571,436 537.58 578,165 40.81 584,895
11 31.35 $65,224 $35.34 $73,506| 39.32 $81,789 543.30 $90,071 47.28 598,354
12 36.34 $75,577 $40.81 $84,895 45.29 594,212 §49.77| $103,530 54.25 $112,848
13 4131 $85.930]  $46.54] 396,801 51.77|  5107,671]  $56.99] $118,542 62.22)  $129,413]
14 47.79 $99,389 §53.75| $111,812 59.72 5124,236| $65.70( $136,660 71.67 5149,083|
15 54.75 $113,883 $61.72| $128,377 68.69 $142,871 575.65| $157,366 82.62 $171,860
16 63.21 $131,483 $71.18| $148,048 79.14 5164,613] $86.85( $180,660 94.57 $196,707
17 72.66 §151,154 $81.87| $170,307 91.09 £189,460| $100.04| $208,095 109.00 $226,731
18 83.62 $156,537 $94.07| $176,105 104.52 $195,672 $114.97| $220,131 125.42 $244,590
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Student Salary Ranges

Student Employment Salary Table as of 1/1/21

Classification Minimum Maximum
Student Aide 510.50 514.00
Student Assistant 510.50 516.00
Student Co-Op 510.50 520.00
Student Graduate Specialist 510.50 520.00

Student Employment Salary Table as of 1/1/22

Classification Minimum Maximum
Student Aide 511,50 $16.00
Student Assistant 511.50 518.00
Student Co-Op 51150 522.00
Student Graduate Specialist 51150 522.00

Faculty (Temp Part-Time) Salary Ranges

1.5% Increase on Min Credit Rate

FY22 Las Cruces Campus Temporary Part Time Faculty Per
Credit Ranges Effective 7/1/19

Rank/Title Min
College Instructor Minimum 5 985
College Assistant Professor Minimum S 1,287
College Associate Professor Minimum 5 1,829
College Professor Minimum S 2,175

Maximum per credit rate cannot exceed the market rate by

rank and discipline.

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

123




Requested Base Salary Calculator (Graduate Assistants)

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

Employment Services Graduate Assistant Prorated Salary &
ew Mexico State University
MSC 3HRS, Box 30001 FTE Calculator
Las Cruces, MM 88003-800
T Phone: (575) G46-8000

UNIVERSITY Fax (575) 646-2806 (This is a tool only)

Requested Base Salary Calculator

This calculator is used for calculating the requested base salary. If you do not know the FTE, this calculator can
provide a maximum FTE, based on available dollars to be paid.

“ Input Information 1

Minimum Annual Rate at .5 FTE Based on | | FTE":| |
Level*: - —
Job Start Date*: | | -OR -
Job End Date*: | | Available Dollar Amount to Pay’; | |
Calculate Reset

1 If you do not know the FTE, please enter the dollar amount you have available to pay.

Calculations

Minimum Annual Rate at .5 FTE Based on Level:
Graduate Assistantship To Full Time:
FTE(Minimum):

Total Amount to be Paid:

Pay Ratio:

Semi-monthly Rate:

RBS (Semi-monthly Rate * 24):

Please contact (575) 646-8000 or your HR. Team Partner with questions.
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Requested Base Salary Calculator (Research Faculty in Summer)

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

Employment Services Research Faculty Prorated Salary & FTE

Mew Mexico State University

MEC 3HAS, Box 20001 Calculator

Las Cruces, MM 28003-200

Phone: (575) 645-3000 |.'Thi5 is atool on|y]
UNIVERSITY Fax (575)848-2808

Requested Base Salary (Research) Calculator

This calculator is used for calculating the Requested Base Salary for the performance of research or administrative duties,
for regular faculty only.

“ Input Information

Academic Salary'= FTEZ:
Job Start Date™: -0R -
Job End Date™: Available Dollar Amount to Pay®:
Calculate Reset

1 I facu ty member is on a 12 month appointment andfor part time, you must adjust to full time 9 month salary
“ If you do naot know the FTE, please enter the dollar amount you have available to pay

Calculations

The results of your calculation
Academic Salary:
Pay Per Week (Academic Salary / 36):
# of Weeks:
Amount at 1 FTE:
FTE(Minimum):
Total Amount to be Paid:
Pay Ratio:
Semi-monthly Rate:
RES (Semi-monthly Rate * 24):

Flease contact (575) 646-8000 or your HR. Team Pariner with questions.
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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 1&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 notinclude 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.
e 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.
e Buyout salary 12-month= (12-month salary) * .10 FTE
lll. 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

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

e 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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e LPAFs involving restricted funding should include the signatures of all impacted Pls. If an
impacted Pl 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:

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

e Name Search- ability to input the Aggie ID or search for the ID through a name look-up feature
e View Existing Jobs- ability to view existing jobs, university wide

e Rehire into previous position— easily rehire incumbents into the same job within the same
department

e Date validation—based on the type of hire, the system will validate the date to reduce errors
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e 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

e 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 Q,

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.
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* AggielD (ex. 800XXXXXX) of the person to be hired *
e 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 AggielD 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.
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EPAF Instructions

e Py Aol eyt i 'ci.ﬁ_'.l-nm PlEi- & M~
B MostVaited | NMSU | Labs [ 1St Trang Central
@ Doate- L Cosdesr 055 L Fomar L tmager ) iformaton- [ Mscelarensr 7 Oulines  Reszes 3 Tosls~ (I View Source 1|, Cptioru® vO0Q
Osumbier w- ren B o) @ 0 Sower D i ke P Tooe:

sNMSU... A

myNMSU
Scheduled Maintenance, November 29, 2012

Through rmyWMSLL studerits, faculty, and siaff can acoess
registration, grades, Banner Self Serice email, trme and leave
reporting, onlne learning, phonebook, and much mare.

Canter (NOC)
by the el

ICT s Network Opan - 7:00 am, Thursday, November 29th on natwork

equpment that was

There s only a momentary outage expecied, but HOC reserves the entire mantenance wandow,

Login
If you have any guesions or concerns regarding the myHHSU or Banner downbme, please contact the 1ET Help Desk by phone ak {575)
546-1840 or via amail at helpBrme. eds,
Login:
Dear NMSU Community:
If you have not already taken a moment to partcipate in NMSU's 2012 United Way Campaign, please visit
Password:

hitp: . nmsu edufuntedwayy,

We have about two weeks left In our campaign this year and are stil more than $10,000 away from our $30,000 goal.

Don't forget that any NMSU department that achieves 75 percent participation will be entered into a drawing for a
ﬁ departmental breakfast sponsored by Sodexo. The breakfast will be held for the winning department Dec. 7.
Paticipation at any kevel makes an amazing difference. In fact, wie recently had a chance To visit with the executive
director of the Boys and Girts Club of Las Cruces and have provided for you a short video below. April Anaya shares
with us how all those United Way dollars are making a difference for her organization and others as wed,

F

B

Forget Passwond?

Please take 3 moment to hear her story at hiy Woul, be/TwyDr TSBGE.

-
Registration and Schedule Information
s .
Create an account To improve sustainab#ity, starting spring 2012 NMSU will no longer print a paper version of the Course Schedule.
Learn more: Regstration and Schedule Information.
v ] AN ? .
NEED ASSISTANCE? Useful Links and Contact Information
Contact the ICT Help Desk by phane at [573) §46-1840 or via Banner and Cognos and NMSU Frequently Requested Help
email at help@nmeu.edu Bonner (INE) and ERP Systems Fassword Resets
Cognos Reparting Emad: Sefbings. Devices and Troubleshocting
Connecting your Dirde o the NMSU Nabwork
INB Password Resets and account Unbock --- call
S75-646-4423 PC Masnitenancs
Far Staff
Acadenmsr Calendar For Stugents
ICT Help Desk
Information sbout myNMSL and Emal Virus - Seftware, Remaval and Information
Student Network Informaban
-

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

1. Enter your NMSU Username and Password.

2. Click on the Login button.
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3 EANMSU.. &

® vQuickLaunch Navigati
w QuickLaunch Navigation W%t's New?

Edit Preferences

MS Office 365 ProPlus Software for all active students

> LaunchPad If you're an active student at NMSU, you qualify for the Office 365

Click here for information on how to download:
http://studenttech.nmsu.edu/microsoft-office-pro-plus-software-f]

OneDrive: One place for all of your documents!

[ QuickLinks
Q Check out the 25 GB OneDrive located in your Office 365 email. O
=Self Service OneDrive and access them on any device!
AggieAir Wireless Expanded to Housing
wQuick Links Students who live in Residential Housing on the Las Cruces main

. Reset Password
[ (] NMSU Phonebook

Banner Self Service

@ E-BillMake a Payment

4 Digital Measures

3. Once logged into myNMSU, click on the Employee tab.
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Personal Information Student Financial Aid Employee Finance Proxy Access

Search

Main Menu

Welcome, Sally A. Rel, to the WWW Information System! Last web access on Noy

Personal Information

Update addresses, contact infoermation or marital status; review name or social security number changs

Student

Apply for Admission, Register, View your academic records.

Financial Aid

Apply for Financjpl4id: View financial aid status and eligibility, accept award offers, and view loan applig

Time sheets, tim tf. benefits, leave or job data, paystubs, W2 and T4 forms, W4 data.

4. Click on Employee to open Self-Service Banner in a new window or tab.

Wil New Mexico State University

STATE,|

Personal Information Student Financial Aid ENNT S

Search Go |

RETURN TO MENU SITE MAP HELP

Employee

Time Sheet

Leave Report

Request Time Off

Electronic Personnel Action Forms
Benefits and Deductions

Retirement, health, miscellaneous and benefit statement.

Pay Information
Direct deposit allocation, earnings and deductions history, or pay stubs.

Tax Forms
W4 snd W2 infarmation.

Jobs Summary
Leave Balances
Direct Deposit
Effort Certification and Labor Redistribution
Salary Letter
Tuition Waiver - Dependents
Tuition Waiver - Employee/Spouse
Update Preferred First Name
RELEASE: 8.8.1

5. Select Electronic Personnel Action Forms.
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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

133



New Mexico State University
STATE]

Personal Information JElq=:} Finance

Search

RETURN TO EMPLOYEE MENU  SITE MAP HELP EXIT

Electronic Personnel Action Form

EPAF Originat
New EPAF

Act as a Proxy
z owered by
RELEASE: 8.3 SUNGARD' SCT HGHER EDUCATION

Creating a new TSTRM EPAF

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

Mew EPAF Persen Selection

Y Enter an 1, salact the link ko search for an ID, or generate an ID. Enter the Query Dabe and select the Approval Categary. Select Go.

% - indicates a requirer
m: " N
Quary Date: MM /DD G=ro1/20

Approval Category: & Srudant Joh TN ean, TSTAM

L&)

" “ jols based on the Ouery Date.,
-
EPAF Criginater Summary

Retum o ERAF Menu

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.
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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

Query Date: Feb 01, 2016
Approval Category: Student Job Termination, TSTRM

Terminate NBAJOBS, JOBSTT
Search|{Type Positi ffix|Title Time Sheet Organization lstart Date End Date{lLast Paid Date/St
Primary|9999952 |00 Student Aide|T14308, TS AG EPWS DEPT HD |Aug 31, 2015 Jan 15, 2016 |Active

All Jobs

Go

New EPAF

Raturn_to EPAF Menu

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

IVl New Mexico State University

STATE]

Personal Information  Student ﬂ-—-:hlnum

Search [ Ga

RETURN TO EMPLOYEE MEMU  SITE MAP  HELP|

Electronic Personnel Action Form

! Enter the information for the EPAF and either Save or Submet. OBIECTNAME: bwpkepal.P_NewPersEpaiDet]
Hame and ID: Pracilla A. Brendsalen, BOOXOOO0

Transaction: Query Date: May 1, 2013
Transaction Status:

Approval Catep Jent - Hire/Rehire, HSHIR
Save
Approval Types | Account Distrbution | Routing Quews | Transaction History

* - indicates a required field.

Terminate-Job Termination/NBAJOBS

Terminate NBAJOBS, 999992-00 Student Aide, Last Paid Date: Jan 15, 2016

Item

Current Value New Value

Job Status: %(Not Enterable) Active T

Jobs Effective Date: MM/DD/YYYY% 01/01/2016

Personnel Date: MM/DD/Y Y Y Y % 01/01/2016
Job Change Reason: *x(MNot Enterable} LABOR TERMJ
Contract Number: 298753

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.

Routing Queue

Approval Level User Name Required Action
|2U - (D/VP) Dean/vP Q|JGONZOS4 |Joaqum Gonzalez |Approve

|99 - (PAY) Payroll Cl;IJEKOENIG |Jer1n'rfer Lyn Enriguez IAppIy

INut Selected j Qzl | ! Not Selected j
|N0t Selected j Ql | | Not Selected j
| Not Selectad | Q| | | Not Selected |
INut Selected j Qzl I I Not Selected j

Save and Add New Rows |
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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.

Comment Notes button

e

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

Position Numbers
Used on the New EPAF Position Selection Screen
999996 - Temp Faculty Instr-Credit
999995 - Temp Faculty Instr-NonCredit
999994 - Temp Faculty-Research
999993 - Temp Faculty-Public Service
918998 - Supplemental Compensation
(contract type always Overload)

Only to be used when hiring someone who currently
holds a "Regular” NMSU position and the job being
hired for will exceed 1.0 FTE.

EPAF Processing Reference - Temp Faculty

EPAF Personnel Dates Reference

Used to determine job start and job termination dates based on job change

Faculty Standard Titles ECLASS Definitions
Used in the Title field in Used in the Employee Class Code field
the NBAJOBS section in the NBAJOBS section and PEAEMPL
Instructor Section*

(* only update PEAEMPL if the jobisa
Asst Prof primary contract type)

A3 - Faculty FT Temp - Academic
Assc Prof

Ad - Faculty PT Temp - Academic
Professor

B3 - Faculty FT Temp - Annual
College Instructor

B4 - Faculty PT Temp - Annual
College Asst Prof

C1 - Faculty FT - Other {semester and

College Assc Prof part-term)
C2 - Faculty PT - Other (semester and
College Prof part-term)

reason
Term hiring for lob lob Personnel lobs Personnel
Change Date (NBAJOBS) Termination Date
Reason (terminate
NBAJOBS)
Spring 2021 HSP lanuary 14, 2021 May 18, 2021
Fall 2020 HFA August 17, 2020 December 15, 2020
Full Summer 2020 HSUM May 26, 2020 August 10, 2020
Summer Session | (MSI) 2020 HSUM1  May 26, 2020 June 30, 2020
Summer Session Il (M52) 2020 HSUM2  July 1, 2020 August 10, 2020
Summer Session Il (MS3) 2020 HSUM3  May 26, 2020 luly 23, 2020
Academic 20/21 HACD August 17, 2020 May 18, 2021
Spring 2020 HSP lanuary 16, 2020  May 19, 2020
Part-Term HPART Enter actual job Enter actual job end
(note: includes mini semester start date date
sessions, week end work, etc.)
Annual HANNL  Enter actual job Enter actual job end

(only to be used for actual
I appointments)

start date

date

Account Code Reference
Used in the Labor Distribution Section

Temporary Faculty = 611300

Supplemental Compensation for Faculty = 619300
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EPAF Processing Reference FY21- Graduate Assistants

EPAF Processing Reference - Graduate Assistants

Position Numbers

Used on the New EPAF Position Selection Screen
917555 - Graduate Teaching Assistants

917777 - Graduate Research Assistants

917888 - Graduate Assistant - Other

917444 - Graduate Assistant — Fellow

967999 - Research Assistant PSL ONLY

Titles (enter exactly as indicated below)

Used in the title field of the Active/Rehire NBAJOBS section
Teaching Assistant

Research Assistant

Grad Asst-Other

Grad Assist Fellow

Research Asst-PSL

ECLASS Definitions

Used in the Employee Class Code field in the NBAJOBS section
and PEAEMPL Section*

(* only update PEAEMPL if the job is a primary contract type)
SG - Graduate Assistant (RA/TA)

S6 - PSL Graduate Assistant (RA/TA)

EPAF Personnel Dates Reference
Used to determine job start and job termination dates based on job change

Account Code Reference
Used in the Labor Distribution Section

Graduate Assistant = 618600

reason
Term hiring for Job Job Personnel Jobs Personnel
Change Date (NBAJOBS) Termination Date
Reason (terminate
NBAJOBS)
Spring 2021 HSP January 14, 2021 May 18, 2021
Fall 2020 HFA August 17, 2020 December 15, 2020
Full Summer 2020 HSUM May 26, 2020 August 10, 2020
Session 1 (MSl) 2020 HSUM1  May 26, 2020 June 30, 2020
Summer Session 1l (MS2) 2020 HSUM2 July 1, 2020 August 10, 2020

Summer Session Ill (MS3) 2020  HSUM3 May 26, 2020 July 23, 2020

Academic 20/21 HACD August 17, 2020 May 18, 2021
Spring 2020 HSP January 16, 2020 May 19, 2020
Part-Term HPART Enter actual job Enter actual job end
(note: includes mini semester start date date

sessions, week end work, etc.)

Annual HANNL  Enter actual job Enter actual job end
(only to be used for actual start date date

annual appointments)

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

139




Fringe Rates

NMSU’s fringe rates can be found at: https://inside.nmsu.edu/fbs/cost-accounting-rates/

FY22 Fringe Rates are:

Graduate Assistant

Negotiated
i Rates effective

Current Fringe Rates
from 7/1/21 to
6/30/22
Regular Employees 36.50%
Non-Regular Employees 20.22%
Student Employees 0.63%
0.65%
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Pay Schedules
Pay schedules are posted here: https://inside.nmsu.edu/payroll/pay-schedules/

2023 Pay Schedule for Salaried Employees

Regular Faculty, Term Appolntment Faculty, Temporary Faculty, Regular
Exempt Staff, Term Appolntment Exempt Staff, Graduate Assistant
(Pald Semi-monthly/Current basls)

5C 1 1/01/2023 17152023 1/13/2023
5C 2 1/16/2023 173172023 1/31/2023
5C 3 2/01/2023 2152023 2152023
5C - 2/16/2023 22872023 2/28/2023
5C 5 3/01/2023 3152023 3/15/2023
5C 6 3/16/2023 33172023 3/31/2023
5C 7 4/01/2023 4/15/2023 4/14/2023
5C 3 4/16/2023 473002023 44282023
5C 9 501/2023 5152023 5/15/2023
5C 10 5162023 53172023 531/2023
5C 11 6012023 152023 6/15/2023
sC 12 6/16/2023 G30/2023 6/30/2023
5C 13 7012023 T52023 T/14:2023
5C 14 T62023 7312023 7/31/2023
5C 15 B01/2023 B1572023 R8/15/2023
5C 16 R16/2023 2312023 8/31/2023
5C 17 9/01/2023 0/15/2023 9/15/2023
5C 18 9162023 9/30/2023 9/29/2023
5C 19 10/01/2023 10152023 104132023
5C 20 10v16/2023 1v31,/2023 10/31/2023
5C 21 11/01/2023 11/15/2023 11/15/2023
5C 2 11/16/2023 11/30/2023 11/30v2023
5C 23 127172023 12/15/2023 12/15/2023
5C 24 12/16/2023 12/31/2023 12/21/2023
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Finance Quick Reference Guide

Appendix

Financial Documents

Travel Funding Request Authorization

Use this form to obtain department approval to travel

Employee Travel Advance

Use this form to request an advance before traveling.
Advance is available to regular faculty, regular staff, and
graduate assistants

Travel Expense Report (TER)

Prepare a Travel Expense Report after your trip in order
to get reimbursed for travel expenses such as meals,
lodging, transportation, conference registration,etc.

Funding Request Form (FRF)

Dean's Office use only. This form is to be used by the
departments only when requesting funds from the
dean's office

Direct Pay For Vendor Payments

Use this form for vendor payments that do not require
a purchase order

Payment Request (PR)

Use this form for all payments in which vendor
registration is not required (Employment related
payment, student, or other payee)

Foundation Voucher

Use this form when requesting a reimbursement from
foundation funds
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Human Resources Quick Reference Guide

Human Resources Documents

ELR ELR is used to correct labor redistribution from past
payroll. If the employee was paid from the incorrect index,
Electronic Labor Redistribution |ELR will need to be processed within 90 days of the pay

date
LPAF LPAF is needed to change labor redistribution for future
Labor Personal Action Form  |payroll
PAF PAF is used to make changes to employee records or job
Personnel Action Form information
EPAF EPAF is used to originate electronic documents needed to

. _ process personnel actions such as hiring transactions and
Electronic Personnel Action Form L
changes to existing data

Hiring Forms

PEF This form is used to hire temporary and permanent
Preliminary EPAF employees
PEF-F . : .
o This form is used to hire temporary faculty
Preliminary EPAF Temp Faculty
PEF-G

This form is used to hire Graduate Assistants and Students

Preliminary EPAF GA & Students
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Banner Quick Reference List

Banner Quick List

Grant Accounting
FRIGITD Grant Inception To Date
FRAGRNT Grant Information

Unrestricted Indicies
FGIBDSR Detailed Summary of Transaction
FGIBDST Trial Balance
FGITBSR Fund Balance
HR
NBAJOBS Employee Position Information
PPAIDEN Employee Information
Purchase Orders
FPAREQN Create/Change/Delete PO
FOIDOCH View PO Requisition
FPIREQN Review Complete PO's
FOADOCU View Requisition Status
Vendor Queries
FTMVEND Vendor Address
FTIIDEN Vendor Search
FAIVNDH Vendor Detail History
JV's

FAGJVCD JV Document Upload
FOADOCU Document by User
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Payment Guidelines

Fayment Request Taxable PCard Option Account Code
Payment
Pat t Cates Eplves i requires tax
s 2 (emplayment | Empkayment | HMSU student ar S
related) Related) employee} i
[Agency Fund Payments Disbursement from agengy funds Process onAzency Formn Hot dllowed nfa
awards/Prizes: cash paymentta non- Cash prizes or awsrds to non-emplaye e s for achievement, performance, or % X X Mot allowed. However, allawable 732050
HIMSU employes or MMSU student competition associated with prozrams and activities that support the commemuorative items can be
primary mission of the University. NMISU students may receive cash prizes purchased on PCard as allowed by
or awards ff the payment is not related to their education oremployment at funding source
the University. Awards to NIWSU employees, including student employees,
related to employment are processed on 3 Payroll One-Time
Payment Request
Business Meals Reimbursernent of business meal (meeting) paid for by NMSU employee % Preferred for cost of meal including 737100
Doesnot indude individual reals while on travel tip and delivery fees alcohal is
unallowed on university funds
Doesnotinclude room rental or
deposit, e quipment rental, or othe r]
costs assaciated with business
meeting.
Centrally Initiate d Payments For university Business Cffice use anly X nfa various
Consignment Sales ‘Cash payment to student for fterns sold on consignment (art, X X nfa
ewelry)
Enterprise /National CarRental Payrment on unive rsity Ente mrise account X Mot allowed Appropriate travel
code
Fees Registration fees, license fees paid directly to entity. Reimbursement to % Preferred for re gistration frees, P
emplayee orstudent should be infrequent and proce ssed on Payment license fees, and re- certifications
Request under 'Other' Mot dllowed for parking fees, late
payment fees, credit card fees, toll
Guest Payrent & nonemployee engaged by the University to participate in an activity such X X Mot allowed 761630
a5 guest speakers, panel members, peer/program reviewers, or symposium
participants
Payment Request Taxable
Payment
e = Employee e | o 5
Payment Category Payment Description or Eample DirectPay | (T | copiement | s sment regquires 131 PCard Option Account Code
payment | Empiaymen sudent or sl
ristad) Ratated] emplyee}
Honorarium Payment provided as 3 taken of appreciation for participation in an activity X % 1ot allovred 761510
or event without a contractual abligation. An honararium is not based on an
agreed upon amount between the individual providing services and the
individual see king services (and the refore an invoice should not be
received). If paymentis agreed upon, this constitute s 3 contractual
agreementwhich must be formally recognized in some contractual form
and should not be treated as an honorarium. Honorania cannot be paid to a
University employe e or to an organization. Payments for more than $5,000
are considered services, not honoraria. Honorarium payments are paid in
liew of reimbursement of travel expenses or any other payment of fees for
service
Legal Services For General Counsel Office use anly X X 7611xx
Library Books & Periodicals Library purchases for books, periodicals and mate rials in printed or x 4 lowred within PCard purchase 7380
electronic format fram publishers or copyright holders limits
International Insurance For use by International Programs anly % 751010 (221000)
Livestock or Feed Purchase of livestock orfeed for livestock typically requiring imme diate X %, dependem-an [Alloved 741100 Livestock,
payrent legal entity of Fabxx Feed
Suppler
e mbe rships Pay e nts for membe rship and renewal costs x 4 lowred 76060
Cther (Direct Pay)] Tequires prior recommendation or guldance from Aggle Service Center % T
(msc@nrusiv.e )
Cther (Payment Request) - Al Options | If not ane of the approved examples listed, requires prior guidance from Aggie X X X Dependson  |Wot allowed various
Service Center (asc@nmsu edu) payment
description
Gther (Payment Request) - Gther Payee  |Examplesinclude paymentsfor: royalties, entertainment contracts, DACC X ot allowed wvarious
student assistance program, game guarantees,
sodliare Service s Dazethrouch pavment,
Cther (Payment Request) - Examplesinclude paymentsfor: participant incentfves paid ta e mployee 3 ot allowed wvarious

Employmeat Related

spansorfor distribution, relocation reimbursement (attach Relacation
worksheet), employee reimbursement for temswhen an urge nt situation
exists
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Payment Request

Taxable

[Travel Reimbursement - Employee

expenses

Payment
s ¥ Empioyes ez :
Payment Category Payment Description or Example ikt | G B ur:::fnﬁi PCard Option Account Code
related Relsted) employee)
Other (Payment Request| - Student Exarnples include payr ents for: NCAA student assistance program X niot allowe d various
approved studentAssistance
NCAA, DACT, ASHMSU aide pragram (757300)
Postage /Shipping (outgeing] USRS, FedEx, UPS ¥ Preferred 75020, 76506
Refund Frefund of university revenue - Non-credit courses or training, NI Edge, X [t allowe d Revenue code
Sodexo/Catering Catering services greaterthan $2,000 or as needed due to x Preferred for purchases less 757100
cardholder PCard limits than 52000
Mileage Reimbursement Freimburserne nt of mileage not associated with travel 3 Mot allowe d Appropriate travel
code
allow ance fParticipant Pymtystipend Participant incentive or allowance paid to an employee Participant incentive o allowance where na services are performed niot allowe d nfa
- Empioyment Related are paid through Pavroll On e Payment e guest Payments for
Allowance /Participant Pyrt/stipend Participant incentive payment or allowance paid to defray costs of X x ot allowe d 768300
_ Studeat participation, such as travel, where no services are provided and payment is not
related to student employrme it See Other (Payment Reque st)-Stude nt for
4pproved Student Assistance use
allowance /Participant Pymt/Stipend Participant incentive payment or allowance paid to defray costs x x ot allowe d 768900
- Other Payee of participation, such as travel, where no services are provided and paymert is
o 3n individual that is not 3 NMSL stude it o employee, OF to an entity not
affilizte d with NS
Subcontract Payments Payments to subrecipie nt of externally sponsored award; requires x N ot sllowe d 792000
'EQ’ number be included
Payment Request Taxable
Payment
Payment Category Payment Description or Esample Direct Pay Employes [ MRIIAL Pard Option Account Code
{emplayment | empiyment | basy student ar dacumercls;
related) Related) empiyee)
Reimbursement to employee for approved business related travel Process through Travel Expense Report Not llowed T2

%, # not submitted

Travel Reimbursement - Studeat T ravel reimburse ment for non-employment related purpose z wenmonsaest | |10F Alowed 7 2000; 768000
ravet
T ravel Reimbursement - Other Payee Reimbursernent of receipted travel expense sincurred for unive rsity 3 Not allowed 76800
business Pavee isnot MMSU student ermplovee orvendor Travel
Utilities Payrents Lo utility providers - ele ctric, water, gas, telephone, 3 fot allowed 75500
cable/intemet
right Express (WEX) Payment for university WEX account 3 fot allowed 730200
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Account Codes

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

NEW MEXICO STATE UNIVERSITY

|E_r[} My Research t NMSU \j! Administration and Finance I_

| Bannertookwps ____________________EIEE] wmsvl

Banner Lookups

Name £
Bap (Banner Lookups

HR

2]-[0)

4. Click on Banner Account Codes List

Banner Finance Lookup

Banner Index Lookup
- Banner Index Lookup - By Activity
- Banner Index Lookup - By Fund
- Banner Index Lookup - By Grant
- Banner Index Lookup - By Organization
- Banner Index and F-Level Org Lookup

Other Banner Finance Information
< Banner Account Codes Lis
- Banner Transaction Types List
- Banner Commodity Codes List
- Vendor Tax Form Status Lookup

Need Assistance? Send an email to cognos_help@nmsu.edu.

5. Select Operating Ledger

FI-Banner Account Code Lookup

Account code definitions will be updated periodically—please check back often.

Account Type

General Ledger
(( (@) Operating Ledger

Deselect
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