
 
MINUTES  

 
TO THE JANUARY 23, 2012 

QUARTERLY FINANCE AND ADMINISTRATION UPDATE MEETING 
 
 
BABAR KHAN, PAYROLL SERVICES 
W2 form 2011 W 2 Issued  

Electronic Access to W-2 form available 
E-mail was sent to all employees who elected to receive 2011 W 2 electonically. This was sent on January 20th, 
2012.  
 
1042S Issued for Non Resident Alien Employees 
1042 S equivalent to a W-2 are issued to Non US person who are on visa in the United States,. They were also 
issued on January 20th, 2012. In most cases they will need a W 2 and or a 1042S to file their US income taxes.  
 
Within the next 2 weeks all NRA employees who received a 1042S will receive an e-mail from Glacier about the tax 
software so they can use this software to do their US tax return.  
 
2011 w-2 forms Mailing:  
2011 W 2’s have been printed and will be mailed starting January 28th. W 2’s are not available in the Payroll Services 
area for pick up. All employees who have separated or did not elect to retrieve electronically, will receive their W-2 
by mail after the 28th. 
 
 
Duplicate W  2 
Payroll Services will start processing requests for duplicate W-2s or reprints February 15, 2012.  Please email ALL 
requests and questions to webmaster.payroll@ttu.edu. (For privacy purposes, NO requests will be taken over the 
phone). 

  
Web Leave Report Started/incomplete but not submitted for approval 

Effective October Payroll Services is sending e-mails to employees who started their web leave reports for a given 
month but never submitted or returned for correction.  E-mails are sent to the employee and their approver. 
Encourage the approvers to sign off once the leave reports are submitted for approval.  

 
 
 
LESLEY WILMETH, BUDGET OFFICE 
 
See next page for powerpoint presentation 
 
 
 
 
 
 
 

mailto:webmaster.payroll@ttu.edu


Budget Office Update
January 23, 2012



Labor Redistributions



New Labor Redistribution OP
• HSC OP 70.58 Labor Redistributions

• Please review the OP for LRD Deadlines



Labor Redistribution 
Justifications

Still  having trouble with……



Justification for eating ice cream
• Why did you eat ice cream for breakfast?

– Examples of inadequate justification:
• My brother told me to.
• There was nothing else to eat.
• I’m too young to buy groceries.

– Example of adequate justification
• I was having a difficult time finding anything for 

breakfast and I remember learning that ice cream 
contains milk.  To make it healthier I had a banana with 
the ice cream.   So that I won’t eat ice cream for 
breakfast again, I’ll remind you that I’m out of Lucky 
Charms.



Justification for LRD
• Why is this Labor Redistribution necessary?

– Inadequate Justification
• Someone told me to do this.
• We had extra money on this fund.
• I didn’t know the new grant existed until yesterday.

– Adequate Justification
• The new “Ice cream is good for breakfast” grant was established 

in September 2011.  During a recent review of the grant 
expenditures it was noticed that Dr. V. Nilla’s salary was not 
being charged to the grant.  Dr. V. Nilla worked 10% of her time 
to the grant during the month of September.  To prevent this 
from occurring in the future an employee has been assigned to 
review this grant more frequently and reconcile expenditures.



Cognos 10



Cognos 10 Upgrade
• Cognos will be upgraded to Cognos 10

• Weekend of February 11th

• Should see no changes other than screen color



FY13 Budget Prep



Budget Prep Cycle
• Summer Budget

• Tentatively to begin in May

• More information at April meeting



What’s New



Voice over IP
• The Budget Office is part of a pilot program for the 

new Voice over IP system.
• Effective March 1st

• Main line will NOT change
– 806-743-7717

• Extensions will change
– From 3 digit to 5 digit extensions
– We can be dialed directly without going through main line
– New extensions and direct #’s will be published on our 

website.



LRD Notification emails
• Currently testing LRD notification emails
• Emails will be sent to the LRD originator

– When the LRD has been approved by the Budget Office.  The 
LRD will post that night.

– If an LRD has been returned for correction.

• Emails will be sent to Fund Managers
– Sent after approval by the Budget Office
– To Fund Managers on every fund listed in the LRD
– Serves as notification that an action may have occurred on the 

fund.

• This group will be notified when the emails go-live



Exciting News!!!!



Budget Revision System



BRS Features
• Current Budget and Available Balance Display

– Reads live Banner Finance data



BRS Features
• Automated Editing

– Error/Warning panel
– Help alleviate data entry errors



BRS Features
• Automated Routing

– System will route automatically and be approved through ATS



BRS Features
• Allows for Comments and Attachments



BRS Features
• Tracking and History



Other BRS Features
• BRS sends approved documents to Banner 

Finance every 15 minutes throughout the day.

• Many revisions moving funds between 2 
expense codes will require no approvals.

• Originator will be notified when a revision is 
posted to Banner Finance.



Budget Revision System Roll-Out
• Pilot Groups – next week

• System Live February 15th

• Training at all locations February 16th – March 
8th

• Excel forms accepted until March 19th



Training Classes



Training
• Budget Basics

– 1 ½ hour class
– Types of funds
– Budgeting Revenue
– Fund Balance
– Transferring between 2 funds
– Positions and Position Funding
– Employee Funding
– Organization Codes



Training
• Budget Revision Approver Training

– 30 minute class

– Intended for Fund Managers who may need to approve a 
Budget Revision, but will never need to prepare one.



Training
• Budget Revision System Training

– 1 ½ hour class 
– Teach users the different types of Budget Revisions
– How to input and submit a Budget Revision
– How to track a revision
– Viewing budget revision history
– Approvals will be included in this class



Training
• Come and Go Hands On Training

– Open time where we will be available live and in person to 
answer Budget Office related questions.

– Bring a revision you need to process and we’ll log on together 
to input it into the system and submit it.

– Need help with an LRD, we’ll log in and work on it together
– Want to know about Budget related Cognos reports – we’ll 

take a look at them.
– Very informal session



Training Times
• Odessa

– Wednesday, February 15th

• Amarillo
– Thursday, February 23rd

• El Paso
– March 7th and 8th

• Lubbock
– February 16 – 24

• Abilene
– TBD



Questions?



 
 
 
 
 
 
 
 
 
 
ARTHUR PARE, GENERAL SERVICES 
Doclink 
 
See next page for powerpoint presentation. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



General Services – Doc Link
Viewing Invoices and Supporting Documents using Laserfiche WebLink

Arthur Paré
Assistant Director

January 23, 2011



Doc Link

Purpose of Doc Link
 Customer Convenience

• 25+ types of invoices at single location

• Directly accessible

• Multiple concurrent views

 Departmental Efficiency
• Saves time for user and department

• Standardization

 Compliance
• Audit, Records Retention, Verification



Doc Link

Accessing Doc Link Search
 F&A Worktools
 Laserfiche WebLink
 BusAff - eRaider

• Perform a Search

– Field – Doc Link
Enter Document ID or
Document Reference



Doc Link

Select 
Laserfiche Weblink

from 
F&A Work Tools



Doc Link



Doc Link

Verify Repository.

Log in using your 
eRaider username 
and Password. 

Online Help



Doc Link

Open Search Window



Doc Link

Execute a Doc Link Search
 Select Field
 Select GS Doc Link
 Enter either Doc ID or Doc Ref
 Select Search



Doc Link

View Results
 View Fields
 Click on item
 Multiple documents may be available

Modify View Options



Doc Link

 Print

 Shrink

 Enlarge

 Metadata

 View other pages
(if any)



Doc Link

Modifying View Preferences
 My WebLink

• Search Options

• Column Headings

 Sort
• Sort by Accounting Period

• Standardization

 Search
• Full text OCR



Doc Link

You can 
customize your 
Laserfiche
WebLink
view to show 
which columns 
appear and in 
what order.



Additional Announcements

Additional Announcements
 Pcard Scanning

• Change My WebLink Settings

• Search by Name or Last 6 Digits

• Began in December

• Invoicing



Additional Announcements

Additional Announcements
 Postage Rate Changes 1/22/2012

• 1st Class Letter increases to 45¢

• 2nd Ounce presorted no additional charge

• Postcards 32¢

• Mexico and Canada 85¢ 

• Other International $1.05



Any Questions ?

debbie.cate@ttuhsc.edu 
arthur.pare@ttuhsc.edu
yuren.diaz@ttuhsc.edu
don.stout@ttuhsc.edu



 
 
 
 
RICARDO MARTINEZ, HUMAN RESOURCES 
Salary Administration OP 
On February 1, 2012, Texas Tech University Health Sciences Center will implement the following change to HSC OP 70.37 
“Salary Administration”, Item 13 Promotion, Transfer, or Demotion; paragraph (d) Pay Rate Adjustment Upon Promotion, 
Transfer or Demotion; subparagraph (1) Promotion.  
 
Upon promotion or upward reclassification of an employee's present position, an employee may be granted a salary 
increase within a range of 2 to 9.9% or to the minimum of the pay range, whichever is greater.  The previous pay range was 
from 2 to 5%.  The proposed rate of pay will not exceed the maximum salary or be less than the minimum salary rate 
established for the new position. A current annual performance evaluation with an overall rating of “4” or better is required 
in order to grant the promotion or reclassification.   
 
Administrators should consider the impact the extended range will have upon the internal equity of their departments, 
their campus, and ultimately the Health Sciences Center when submitting reclassifications or promotions.   
 
If you have any questions, please contact Ricardo H. Martinez, CCP Section Manager-Wage & Salary at 806-743-2865 ext 
233 or Ricardo.Martinez@ttuhsc.edu.   
 
 
GINA KETCHERSIDE, HUMAN RESOURCES 
Staff Performance Management Process 
 
 
See next page for powerpoint presentation. 
 

mailto:Ricardo.Martinez@ttuhsc.edu


F&A Meeting Update

January 2012
Staff Performance Mgmt System



Deadlines

• Position Description – extended to Feb 1; 
advanced supervisor security shortly following
– Send original/signed PD to local HR office

• Performance Evaluations – end of February
– Send original/signed printout to local HR office
– Include evaluation & self assessment



How to Access PM System?

• Employees – See HSC Employee tab and 
Announcements section

• Supervisors – Add HSC Supervisor tab
• Administrators – F&A WorkTools tab
• Accessible through Staff Performance 
Management link on HR website







Comments

• If a rating is a 1, 2, 3, or 7 requires a comment
• If an employee did not submit a self 
assessment, note that in the overall 
comments section



Who can see what?

• Once PD is submitted ‐> employee can see 
under Existing Forms

• Once SA is submitted ‐> supervisor can see 
under Existing Forms & prints as part of the 
evaluation

• ORGN Mgr – have supervisor/employee 
relationship view with ability to set temporary 
relationships and report available to see 
supervisor progress




