
Monthly Business Breakfast 
November 10, 2014 
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WELCOME 

A Special Thank You to for an Awesome 
Breakfast!! 
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Accounts Payable 
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Accounts Payable 

Staff 
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Accounts Payable 

Reminders 
• Invoices and Purchase Orders 
• Emails to Accounts Payable 
• Voucher Approval 

 
 

 
• Catering Purchase Orders 
• Holidays- Pcards, Vouchers and Invoices 
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Accounts Payable 

Holidays 
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Accounts Payable 

Holidays 
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Accounts Payable 

What’s New 
• Check runs will begin at 8:00 am on Tuesdays 

and Thursdays – 11/18/14 
• Employee Reimbursements through ACH – 

1/6/14 (see example) 
• New mileage web application – 12/1/14  

– Old version will be unavailable after 11/21/14 

• A/P Claims Audit – 1/5/14 
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Accounts Payable 

ACH Payment Advice Notification 
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Accounts Payable 

A/P Request Form 
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Accounts Payable 

New Projects 
• Speed charts on Pcards 

 
 

 
 
• Where’s my Voucher? 
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Activity Funds 
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Activity Funds 

  
 

Don’t Just Print Them 
  

Effective Use of Reports 
and Month-End Reporting 
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Activity Funds 

  
Your Goals: 
 

• Help your principal understand the reports 
• Notice trends and spot potential future issues 
• Planning, Projecting 
• Verify for accuracy 
• You can’t remember everything 
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Activity Funds 

  
When to Run Reports: 
 

• For Final: Wait for our email (approx. 5th 
business day of new month; then due in a 
week.  

• For a Preview: First day of the next month 
• For Planning:  One week before end of the 

month 
• Whenever you need information! 
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Activity Funds 

  
Fund 461 Campus Activity Fund: 
 

nVision Report 
• Run at least monthly 
• What to look for. 
• How Does It Really Look? 
• Questions to ask. 

 
See your handout 
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Activity Funds 

  
Fund 865 Student Activity Fund: 
 

Monthly Report/Year-to-Date Report 
• What to look for. 
• Is anyone headed for trouble? 
• Keep an eye on some.  

(You know which ones.) 
 

See your handout 
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Activity Funds 

  
Fund 865 Student Activity Fund: 
 

General Ledger 
• Run for current period or YTD. (Current period 

is base requirement for month-end.) 
• YTD is always best.  
• YTD to sponsors periodically 

and any time requested or needed. 
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Activity Funds 

  
Fund 865 Student Activity Fund: 
 

General Ledger – What to Look For 
1. Any accounts need to be on your radar? 

(You know which ones.) 
2. Watch for deficits 
3. Notice running balance 
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Activity Funds 

  
Fund 865 Student Activity Fund: 
 

General Ledger – What to Look For 
4. Are they on track for collecting for future 

obligations? 
5. Is anything not here? 
6. Did you deposit money to any incorrect 

account? 
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Activity Funds 

  
Fund 865 Student Activity Fund: 
 

General Ledger – What to Look For 
7. Was anything spent from incorrect account? 
8. Does anything “just not look right”? 
9. If you requested an entry by us, verify it here. 
10.Assess your “clearing” accounts  

(Instrument Use, Athletic Gate). 
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Activity Funds 

  
Fund 865 Student Activity Fund: 
 

General Ledger 
Understanding the transactions: 
• Transaction Types  
• Journal/Ref. No. 
• Descriptions 

 
See examples 
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Activity Funds 

  
Fund 865 Student Activity Fund: 
 

General Ledger – References & Descriptions 
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Questions???? 
 

 Next Meeting: January 14th 

Business and Finance 
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