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The HSC Finance &
Admin User Group: Links to F&A Newsletters

Receives the quarterly
F&A update newsletter Business Affairs-http://www.fiscal.ttuhsc.edu/fsm/news home.aspx

Receives other important F&A- https://hscweb.ttuhsc.edu/budget/quarterly f and a minutes.aspx
info from the institutional
Finance & Administration
areas of TTUHSC Payroll- http://www.depts.ttu.edu/payroll/newsletters/index.php

Join! Pcard-http://www.fiscal.ttuhsc.edu/paymentservices/pcard/

Human Resources- https://hscweb.ttuhsc.edu/human-resources/hrqrtlynews.aspx
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http://www.fiscal.ttuhsc.edu/fsm/news_home.aspx
https://hscweb.ttuhsc.edu/budget/quarterly_f_and_a_minutes.aspx
https://hscweb.ttuhsc.edu/human-resources/hrqrtlynews.aspx
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http://www.fiscal.ttuhsc.edu/paymentservices/pcard/
https://app4.ttuhsc.edu/HSCQuarterlyFinanceGroupMembership/
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PEOPLE AND VALUES

The Office of People and Values is pleased to introduce our new team member!

Jessica Thomas is the new Values Development Program Manager. In her role,
Jessica will lead initiatives that reinforce TTUHSC’s core values, create
meaningful opportunities for personal and professional growth, and celebrate
the diverse expressions of our shared culture. She is passionate about engaging
with staff, faculty, and students to champion the institution’s mission and
cultivate a sense of belonging and purpose across all campuses.

Jessica can be reached at Jessica.E.Thomas@ttuhsc.edu

Invest in Your o oL
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New Emotional Intelligence classes!

ules can be found on the oPV
evelopment

Class sched >
website in the Monthly

Opportunities section
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Emotional Intelligence Emotional Intelligence The Science of Emotional
Foundations for Leaders Intelligence
Learn the basics of Discover how to inspire and Explore how to build a culture
understanding emotions and influence others through driven by emotional intelligence.
defining emaotional intelligence emotional intelligence Includes content from the
Institute of Health and Human
Potential (IHHP)

Time: 2 hours Time: 3.5 hours Time: 6 hours

Cost $0

Cost: $0 Cost: $300 per person

Grow Your EI

Emotional intelligence is an intrapersonal and interpersonal
skill that enhances collaboration. Learn about how emotions
influence decision making, communication, and our
values-based culture.

b

TTUHSC Office of People and Values
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Earn Codes on Effort Reporting Grants E&G available balances in 6006 and 7099

When submitting salary actions on effort reporting
grants, be mindful of the earn code used. If the correct
earn code is not used, the payroll expense will not flow to

Information will soon be emailed to appropriate division
personnel with available balances.

ecrt (Effort Certification and Reporting Technology) for The request is to review available balances in 6006 and 7099
effort reporting verification. The earn code must be on E&G funding sources. E&G funds must be utilized by the
“Include” on the IBS (Institutional Base Salary) table. The end of the fiscal year.

table is located:
https://www.fiscal.ttuhsc.edu/fsm/training home.aspx?c
ategory=ecrt > ecrt — IBS Codes and Descriptions.

The division’s policy on lapse salaries, balances in 6006, must
be considered before expending these funds. Also, leave
sufficient budget to cover SM fluctuation and overtime, if
Example: LSP (Lump Sum Payment) is “Exclude”. TSP applicable.

(Temp Worker Sponsored Programs) is “Include”. TSP is
to be used on effort reporting grants instead of LSP.

Please contact your appropriate division personnel if you
have questions.

Negative budgets on 6002 — Staff Salaries

Each 1.0 full-time SM employee is encumbered for 86.67 hours per pay period. If the payroll has more than 86.67 hours,
then the payroll expense is more than the encumbrances released — causing a negative. If the payroll has less than 86.67
hours in it, then there is more encumbrance released than payroll expense. The fluctuation will move between 6006 and
6002. It will use 6006 to cover a negative in 6002, if funding in 6006 is available, and will put funding in 6006 when there
is more encumbrance released in a payroll. We call this SM flux/SM fluctuation.

FY2025 has 2080 working hours. 6002/6006 shouldn’t be negative at the end of the fiscal year as long as there is no
overtime on the FOP and budget for this SM flux has not been moved out of 6006. 6002 can remain negative if it is due to
SM flux.

The below report will tell you how much is needed through the end of FY25.
Team Content > Human Resources > Departmental Users > Employee Appointment Reports > RPT_NBAJOBS 012 —SM
Enc vs Est Expense

| Transaction Funding

Ensure funding is in place to prevent holding documents.
A document with insufficient funding may delay other documents.

ePAFs — Faculty/Staff salaries should be in 6006. Student salaries should be in 6003. Overloads depend on pay. Ex.
ADC should be in 6008. IMPORTANT: Budget for Fringes on local funds in 6007.

EOPS — Depends on Earn Type. Most are 6008 for ADC, LSP, OTB. Special Augmentation is 6004. Faculty on Call is
6009. Don’t forget to budget for fringes for local funds in 6007.

Labor Redistributions — Faculty/Staff salaries should be in 6006. Student salaries should be in 6003. Overloads
and other pays are 6008. Longevity should be in 6005. Fringes for local funds should be in 6007.

New Positions, Reclassifications, Salary Reviews — Faculty/Staff salaries should be in 6006. Student salaries
should be in 6003.

Budget Revisions — Always provide comments on option 2’s, 3’s and 4’s. If applicable, attach
documentation/invoice and/or include position number. This helps approvers analyze the budget revision. Make
sure routing on revisions make sense.



https://www.fiscal.ttuhsc.edu/fsm/training_home.aspx?category=ecrt
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Cognos: SM Flux

RPT_NBAJOBS_012 — SM Enc vs Est Expense

Run this report by FOPs that have SM payrolls to determine if
you need additional funding in 6006 unallocated salaries due
to semi-monthly fluctuation in payrolls. Banner encumbers
86.67 hours for each 1.0 FTE SM employee, but each payroll
has more or less hours. The additional hours needed will pull
from 6006 when the payroll runs.

This report shows the difference in encumbered pay (86.67 x
FTE on FOP x hourly rate) vs. estimated pay (Actual hours in
Pay Period x FTE on FOP x Hourly Rate) in the pay period for
non-exempt employees. The report will be accurate from the
date you run the report unless the employee has a future
change of funding record in Banner. This report does not
include any overtime calculation. The estimated expense is
based off of the assumption that all hours in a pay period
have been submitted. If an employee submits less hours than
their FTE x Hours Per Pay, the estimate will be incorrect.
These are estimates on the fluctuation in SM hours each pay
period. This report renders in Excel format.

Submit a budget revision to move funding to 6006 if the FOP
will be short at the end of the fiscal year.

Not sure how many payrolls are left in the fiscal year?
The report includes which SM payroll is scheduled

to run next and the SM fluctuation estimate from now
until the end of the FY. If the fund is a grant, the grant
end date is included for manual calculation.

Next SM payroll SM Flux estimate
to run: remaining thru 8/31:
SMO7 (642.11)

Grant End Date:

Do | have enough funds in
unallocated salaries for semi-
monthly payrolls for the
remainder of the fiscal year?

LOCATION: Team Content > Human
Resources > Departmental Users >
Employee Appointment Reports >
RPT_NBAJOBS_012 —SM Enc vs Est Expense

JLBD FUND

JLBD FUND DESC JLBD ORGN JLBD ORGN DESC | JLBD ACCT

Pay Periods - Hrs Dates Est Expense Encumbrance

SM18 - 80 09/01-09/15 KK XK KKK KK

SM19 - 88 09/16-09/30 KOO 000K

SM20 - 88 10/01-10/15 XH0O(XKK XOO0CXKX

SM21 - 96 10/16-10/31 KHKKXK KKK XK

SM22 - 88 11/01-11/15 KOG 000K

SM23 - 80 11/16-11/30 KK XK KKK KK

SM24 - 80 12/01-12/15 KOO 000K

SMO1 - 96 12/16-12/31 XH0O(XKK XOO0CXKX

SMO02 - 88 01/01-01/15 KHKKXK KKK XK

SMO03 - 96 01/16-01/31 KOG 000K

SM04 - 80 02/01-02/15 KK XK KKK KK

SMO05 - 80 02/16-02/29 KOO 000K

SMO06 - 80 03/01-03/15 XH0O(XKK XOO0CXKX .
SMOT - 96 03/16-03/31 KHKKXK KKK (KKK
SMO08 - 88 04/01-04/15 KOG 000K (XXX
SMO09 - 88 04/16-04/30 KK XK KKK KK [XX.XX)
SM10 - 88 05/01-05/15 KOO 000K [HXX)
SM11 - 80 05/16-05/31 XH0O(XKK XOO0CXKX JOOLXX
SM12 - 88 06/01-06/15 KHKKXK KKK XK [XX.XX)
SM13 - 88 06/16-06/30 KOG 000K (XXX
SM14 - 88 07/01-07/15 KK XK KKK KK [XX.XX)
SM15 - 96 07/16-07/31 KOO JO00CK OO0
SM16 - 80 08/01-08/15 XH0O(XKK XOO0CXKX JOOLXX
SM1T - 88 08/16-08/31 KHKKXK KKK XK [XX.XX)

Annual Est Expense = Annual Encumbrance  Annual Diff
HOCI0CXK KI00CXK [(HO0OCHX)

“*If the fund is a grant, user should calculate through the Grant End Date below.



