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Presenter Notes
Presentation Notes
Welcome, introduce me, Amanda, Kristy (Data Control Supervisor), and Linda (Financial Systems Manager)

Also attending: Barbie Edwards (EVA/eReceiving Program Administrator, Procurement Svcs), Etta Henry (ED of Strategic Sourcing & Payment Solns, Procurement Svcs), Stephanie Jennelle ( Senior Assoc VP for Budget & Financial Planning, Office of Budget & Fin Planning), 
Data Control there at training (Lisa Williams – thanks for joining us!)

New users on campus – wanted to review policies and procedures with yall

MUTE YOUR MIC! 

Please use chat option throughout the presentation with questions related to our 2 main topic areas; we will open up for discussion with the team at the conclusion of training.


Summary of Key Dates Review the FYE Calendar

r—:’ (-) r-) (-J r-) Specifics HERE.

* June 13,2025:
L 111 U

* Vendor Payments/Receiving

* Travel
* Purchasing Card (PCard)

* Financial Forms
(IDTs/Journal Vouchers)

* June 17,2025:

* Budget Adjustments
* June 20, 2025:

* ASRs



Presenter Notes
Presentation Notes
APD: Discuss important dates on FY calendar: 

Summary of Key Dates:
June 13, 2025: 
Vendor Payments/Receiving:
Receipt of goods and services by the department, receipt of the vendor’s invoice by Accounts Payable, and the Banner eReceiving report must be completed by the department no later than Friday, June 13, 2025, to be paid in FY25. 
Travel:
Chrome River expense reports for travel taken prior to June 13, 2025, must be submitted no later than Monday, June 16, 2025, to be paid to FY25.
Purchasing Card (PCard):
PCard transactions from May 16, 2025, through June 13, 2025, must be posted in BOA Works no later than Friday, June 13, 2025, to be paid in FY25. Please plan accordingly as it may take up to three days for vendor transactions to post in Works.
Financial Forms:
IDT’s and other Journal Vouchers must be submitted by Friday, June 13, 2025, to be posted to FY25.
June 17, 2025: 
Budget Adjustments:
All budget adjustments are due to the Office of Budget and Financial Planning to ensure all budget deficits are cleared for FY25.
June 20 – ASRs!




https://www.odu.edu/finance/controllers-office/year-end-deadlines

Year-End Process Overview

o,

e Banner Closeout * Budget Responsibilities
e Cash Closing * Review budget screens/reports

* Banner, Insight, ePrint
* Encumbrance * Trainings available online!

e Final CIose/Operating * One-on-Ones available too!

Contact ME!
Account Close . :
* Ensure actions by applicable

cutoff dates
* Check the FYE Closing Calendar!

M


Presenter Notes
Presentation Notes
APD: State agency –close books 6/30 to report data to the state. FYE calendar release so we can meet these deadlines – 
Linda will cover 4 deadlines in particular (explain in detail: encumbrance July 15-18; AP manual list after encumbrance roll; OPERATING CLOSE near Audit Time later in the fall/winter)

APD: REMINDER – review you budgets through various systems (certainly important to be aware during FYE, but also throughout the year); ALSO FYE calendar posted at this time –be sure to check those dates, available in Outlook and online in multiple formats. Call us with questions.

LINDA - Budget Reports for ePrint throughout accrual period (twice during July – second and third week before final)

Banner Closeout 
• Cash closing 
	• Office of Finance follows State of VA closing deadlines 
	• Departments must adhere to FY Closing deadlines 
	• Office of Finance continues keying transactions until internal cut-off 
• Encumbrance Roll 
	• Transfers open encumbrances to next fiscal year (does NOT liquidate from current FY) 
	• Be sure all e-Receivers are done within 3 working days of receipt of goods/services �	• Watch for Procurement Services announcements for details 
• Final close (soft close) just for campus –
	• Departments must adhere to FY Closing deadlines
After Final Close, the accrual period is only open to General Accounting and to their data. 
Operating Account Close – happening after audit is completed
	• All operating account activity at fund level is closed into fund balance - keeps ending fund balance in sync with fund balance in new year 




https://www.odu.edu/finance/training
mailto:adunlap@odu.edu
https://www.odu.edu/sites/default/files/2025/documents/fy-closing-calendar.pdf

ODU Fiscal Year
July | —June 30


Presenter Notes
Presentation Notes
ME: PROMPT: When is ODU FY?
FY Calendar will be available Jan/Feb instead of Feb/March



* Budget Units must submit to Financial
Services Departments by posted
deadlines to ensure proper FYE Closing!

* Available January/February each year
* Found online at:

* Outlook Calendar also available with weekly
reminders built-in!

. * May be downloaded directly to your
computer (like our Holiday calendars are
each year!

* See Webpage above or visit FIG Team to add!

* May also be found on our website for
download on the page referenced above.

W


Presenter Notes
Presentation Notes
APD: FYE Closing calendar, reminder throughout
Linda: Jump in – service areas, please do not hold charges and pay attention to closing calendar dates (prior to June for submission).
ME: Questions about timelines/deadlines? Please post in the chat. 

ADD TO CALENDAR, YALL! IT’S IMPORTANT!

Office of Finance responsible for coordinating year-end closing 
• Fiscal Year Closing Calendar is published every year w/deadlines – ETTA & STEPHANIE, PLEASE CHIME IN HERE 
• Purchasing activities 
• Receipt of goods/services 
• Processing budget adjustments 
• Departmental deposits 
• Payroll deadlines 
• Correction deadlines  -emphasis on IDT submissions for entry processing by Data Control!
• Points of contact for each area 
• REMINDER: Fiscal year runs July 1-June 30

https://www.odu.edu/finance/controllers-office/year-end-deadlines
https://www.odu.edu/finance/controllers-office/year-end-deadlines

THESE DATES ARE SACROSANCT!

If submissions do not meet posted deadlines this year, charges will post to
the new Fiscal Year. NO EXCEPTIONS!!

VERY.;VE e

IMPORTANTS
PLEASE PAY SPECIAL ATTENTION TO DUE DATES!

)


Presenter Notes
Presentation Notes
APD: (Linda step in as needed) – As with last year, we will HOLD you to the dates, no exceptions! Caused many issues in the past so if submissions fall after the posted due dates (including posted times too!) – these charges WILL post to the new year. NO EXCEPTIONS!

Another Note: Trickle in your submissions. PLEASE do not wait until the week of to submit your entire year’s submissions (especially with changes required, eg: IDTs, ASRs, etc.). Send them as you notice them and as you complete your requests! This enables us to ensure accurate accounting throughout 
the fiscal year. Rule of thumb…earlier is ALWAYS best!  Make change to gif on slide


System Tools for Budget Monitoring

Banner
* Centralized Administrative System, Internet-based, live minute-by-minute

* Main tool used for Budget Monitoring

* Training Resources Found Here: https://wwl.odu.edu/facultystaff/training-
development/banner-training

Insight Reports
e Another tool — pulled from Banner and refreshed daily (24-hour lag)

e Customizable reports, requires appropriate Banner access for use for
budget management

e Contact budget@odu.edu or (757) 683-3127 with questions

M


Presenter Notes
Presentation Notes
APD Intro it – LINDA step in as needed

NOTE: We are going to peek at a few favorite Banner Finance Forms for budget management now.



https://ww1.odu.edu/facultystaff/training-development/banner-training
https://ww1.odu.edu/facultystaff/training-development/banner-training
mailto:budget@odu.edu

X Organization Budget Status FGIBDST 9.3 6 (PPRD2_DB) apo B retReve By meLamen 8 ToOLS
Chart: U Old Domimon University Fiscal Year: 16 Index: Query Specific Account: Include Revenue Accounts: «°  Commit Type: Both
F G I B D ST Organization: H?rlig::&::'lu'l.:?len‘ rund: 01001 CAY E&G CUR Program: 162 FISCAL OPERATIONS Account:
Account Type: ﬂicrrv?ly: Location:
T ORGANIZATION BUDGET STATUS & & et T Y. Fiter
Account Type Title Adjusted Budget YTD Activity Commitments Available Balance
3892 R INVESTMENT INCOME-INT 0.00 16 45 0.00
4001 L ADMINISTRATIVE SALARIES
4002 L CLASSIFIED SALARIES
4004 3 SALARIES - OVERTIME
4007 l SALARIES-ANMUAL LEAVE
4008 L SALARIES-SICK LEAVE BAL
1212 t zi”‘;:'ilsffﬂz ;EA:Rff BLOCKED FOR CONFIDENTIALITY
4021 L WAGES - GENERAL [
4024 L WAGES - OVERTIME ]
4025 E STUDENT WAGES - W/O FICA
4036 L BOMUSES & INCENTIVES I
4901 L EMPLOYER RETIRE COMT-V ]
4902 L FOAl SALARIED STATE EMP 0.00 159,230.84 | 0.00
4903 L FOAl WAGE STATE EMPLOY 0.00 1.282.45 0.00
4904 l GROUP LIFE INSURANCE .00 28,038 .05 0.00
4905 L HOSPITALIZATION INSURANCE 0.00 488 883.50 0.00
4908 L VSRS HEALTH CARE 0.00 25,255 42 0.00
Banner Finance s L L7 QT PR AT 000 nm 37 010
4923 59 BILITY BENEFITS 0.00 6.423.89 Qo
(] L T -3 BET4 ER BAD OB
Tl’alnlng Page . MNet Total = £96,866.00 3,574,778 .60 58,640.05 '
I4” 4 Taof3p l Record 1 of 60
HELPFUL TIPS & TRICKS:
Poy special attention to the
number of pages in each
form you are reviewing so
you are sure to see the full
information.
° | | X CAMCEL = SELECT
(‘ ” ETVACET BLOCK.ETUACCT ACET CODE(1] ellucian



Presenter Notes
Presentation Notes
LINDA

FGIBDST: Checking My Budget
In order to manage budgets, departments must review budget balances on a regular basis. Banner allows you to access
information about your budget. This form shows budget information by line item AFTER it is posted and approved.

This form shows budget, actual activity and encumbrances and shows available balances by line item only. It does not provide a net budget balance. It can also display detailed information on a specific transaction. You can perform detailed research from this form. This form is updated after posting and approval processes are completed. Detailed instructions on how to access this Banner form are available in FGIBDST: Checking Your Budget, or via the Banner Finance Training Video, accessed via the link above. 

Add anything else you find necessary, Linda. 



FGITRND

X Detail Transaction Activity FGITRND 9.3.22 (AIR_DB) ADD B RETREVE SLRELATED e Toos M
CcoA: U Fiscal Year: 24  Index: Fund: 011001 Organization:-Account: 5213 Program: 162 Activity: Location: Period:  Commit Type: Both I:W:I
ﬁ «DETAIL TRANSACTION ACTIVITY £ Settings Y. Fitter
Account Organization Program Field Amount Increase (+) or Decrease (-) Type Document * Transaction Date * Activity Date * Description Commit Type Fund * Activity Location

% 162 YTD 41,200.28 + JEB0 J2401407 02/29/2024 02/29/2024 AMNALYSIS CHARGE-FY24-07 u 011001 ~
5213 162 YTD -30.00 - JEBO J2401378 02/27/2024 02/27/2024 REDIST ACCT MAINT FEE JUL-SEP 2023 U 011001
Q 5213 162 YTD -6.00 - J2401351 02/26/2024 02/26/2024 WIRE FEE U 011001
5213 162 YTD -0.39 - J2401344 02/26/2024 02/26/2024 TAX DISCOUNT ADJUSTMENT RATE U 011001
B 5213 162 YTD -6.00 - J2401343 02/26/2024 02/26/2024 WIRE FEE U 011001
5213 162 YTD -10.00 - J2401259 02/13/2024 02/13/2024 WIRE FEE U 011001
5213 162 ¥TD -8.00 - J2401246 02/09/2024 02/09/2024 WIRE FEE u 011001
@ 5213 162 YTD -10.00 - Pay Special J2401247 02/09/2024 02/09/2024 WIRE FEE U 011001
5213 162 YTD -10.00 - attention to J2401243 02/09/2024 02/09/2024 WIRE FEE U 011001
* 5213 162 YTD 075 + the +/- J2401223 02/07/2024 02/07/2024 AMEX CC FEE FY 24-07 U 011001
5213 162 YTD 898 + J240120 02/05/2024 02/05/2024 CLOVER FEES FY24-07 U 011001
E% 5213 162 ¥TD -10.00 - J2401199 02/05/2024 02/05/2024 WIRE FEE u 011001
5213 162 YTD -10.00 - J2401195 02/05/2024 02/05/2024 WIRE FEE U 011001
5213 162 YTD -10.00 - J2401197 02/05/2024 02/05/2024 WIRE FEE U 011001
5213 162 YTD -0.80 - J2401175 01/31/2024 01/31/2024 TAX DISCOUNT ADJUSTMENT RATE U 011001
1 5213 162 YTD -10.00 - J2401176 01/31/2024 01/31/2024 WIRE FEE U 011001
& 5213 162 YTD -6.00 - J240117 01/31/2024 01/31/2024 WIRE FEE U 011001
5213 162 YTD 500 + J2401120 01/25/2024 01/25/2024 RETURN WIRE FEE U 011001
5213 162 YTD -16.00 - J2400959 12/19/2023 12/19/2023 WIRE FEE U 011001
5213 162 YTD -6.00 - J2400957 12/19/2023 12/19/2023 WIRE FEE U 011001

Total 68,629.56 + A

< > < >
(Jof4 > M (20 v Per Page Record 1 of 77


Presenter Notes
Presentation Notes
LINDA

FGITRND Detail Transaction Activity Form:
Provides a detailed transaction listing by sub-account for a specific budget. Can be accessed from the Organization Budget Status Form [FGIBDST] by highlighting a specific line item and clicking on the Transaction Detail Information selection in the Related pull-down menu. Transactions are shown with the newest information at the top. You can use the horizontal scroll bar to move the window pane to the right to reveal additional information about entries (i.e., description).

Be sure to point out +/- on this form! Explain further.

Add whatever you see fit 


Monthly Budget Reconciliation Tools

ePrint Software
* Training Videos and Materials available anytime online!

* https://www.odu.edu/facultystaff/university-business/information-
management/data-control/eprint

* Questions? bannerhotline@odu.edu or Data Control at 683-3257

&« c @ © & httpsy//eprint.odu.edu/cgi-bin/eprint.cgi we & | Q Search v B D @ % =
£} Most Visited @ Getting Started
Banner
T
ePrint
o
Repository | FINANCE eprint AIR |

©2020 Ellucian Company L.P. and its affiliates. ellucian.

M


Presenter Notes
Presentation Notes
APD: overview of this system; Linda runs several times throughout accrual period as well and provides additional reports during this times too. Keep an eye out.
MENTION: Insight Reporting Tool, some use it; pulls data from Banner each night (24 hours prior reports); more customizable blah blah

https://www.odu.edu/facultystaff/university-business/information-management/data-control/eprint
https://www.odu.edu/facultystaff/university-business/information-management/data-control/eprint
mailto:bannerhotline@odu.edu

Resolving Discrepancies

IDTs — Interdepartmental Transfers:

* Used to move expenditure from one budget unit/Account to
another — WHEN YOU KNOW!

ASRs - Accounting Service Requests:

e Used to initiate research for unidentifiable charges that
need resolution — WHEN YOU DON’T KNOW!

M



Watch later

sfer

Interdepartmental Transfers:
IDTs

IDT Coding
Requirements

* Complete budget, account,
amount

* Banner support/unusual
balance

* Signatures and Completion
in entirety before
submission!


Presenter Notes
Presentation Notes
ME:
What is IDT?
When to Use?
Emphasis on Banner support requirements
Coding Requirements

Mention how-to video (link available in e-version of training handout when click image)
LINDA: Step In

https://www.odu.edu/facultystaff/university-business/information-management/data-control/accounting-service-request-process#done1612907281342=&tab5=0&tab97=0
mailto:IDTs@odu.edu

glztc ol cclmma = 1mcompictls florma wil bc returnad.
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ASR Coding
Req u i re m e nts ofic o~d provdc the spprogruis Deck-up decumzrlslen. ASRI wiheul Beckwp

twrncd wilheut ezlon.

* Initiating Research

° Signatu re nOt needed for 0tee concernmg your requsal thel wedld sa3al va » crror correchiom or reacerching/dccomenlalion
ASRs, unlike with IDTs

bl The complicicd AR Torm a=d requrcd supporl documerlaton ve c-manl I DalalonlraASn S odu ooy,
Cccp copena for your fica
e.mai 4otz o submaarcs dolzs [C-mai recerved ofler 2:00em wil B2 cormdorsd recencd o the el werk
Cay.)
Avcrage grocsanng Dmec = 13 busncia deva
Quealions aboul the ASR proccaa may Do edSrcncd 1o Dalatonirslase®oducdy or 757-883.3297. Plcasc
refzrencze e saugred AS® number.
The ASm momber a reflczizd i» Bamner whos zorrzzlons poaled o Bamner.

—_—————— — — ——————— |
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wcference 3 Oelz Proccancd Azagnree iz

Problem Tyee


Presenter Notes
Presentation Notes
APD: 
What is ASR?
When to Use?
Please remember: Try to get any documentation directly from the posting department first before sending in an ASR request.
Coding Requirements

Form available online – Click image to access form 

LINDA: step in if needed


https://www.odu.edu/content/dam/odu/offices/finance-office/data/accounting-service-request.pdf
mailto:IDTs@odu.edu

Updates

* Officially merged with EVMS as of July |5, 2024!

* Larger Banner user population
* Banner Transition to Cloud as of October 2024

* Visit our for more information
* Visit ITS
for more information on Cloud Migration updates.
* New! is in the Pilot Stage

O


Presenter Notes
Presentation Notes
Discuss: 
Any new updates regarding merger in July
Banner user population increased, and every unit is busy with the extra volume.
Banner Transition to Cloud: Some processes and “behind the scenes” data review was altered and that run times for some processes are slower than before
Budget Create Form: Mention details of form and how it will be used 

LINDA/KRISTY: Step in as needed

https://ww1.odu.edu/finance/training
https://www.odu.edu/technology-services/article/banner-migration-to-cloud
https://www.odu.edu/technology-services/article/banner-migration-to-cloud
https://researchfoundation.odu.edu/wp-content/uploads/2019/11/ODURFBudgetDevelopmentForm.pdf

HNANCIAL INTEGRITY GROUP

Financial Sexvices

O
ODU


Presenter Notes
Presentation Notes
APD: JOIN ASAP! Image is a link to the team - 

Intentions of the group – what it is
Meeting monthly
We also offer a Team – available above. Answer your questions in real time, share files (such as this recording), and discuss important topics/meeting reminders/etc. Anyone may join at anytime!
Following today’s presentation, I will forward out the link to the Teams, along with a Qualtrics survey to welcome your feedback. We’d love suggestions for topics, areas of interest, info you need ongoing, and any other suggestions you have. These will follow each session.
This will really be a forum and an opportunity for us all to be on top of changes and updates, answer questions, and support one another!
I will also forward along our Feedback form, available online – provide us with ongoing feedback so we can do better. These can be anonymous or not – choice is yours.

CLICK FOR LOGO!




https://teams.microsoft.com/l/channel/19%3aFQom4yvjSBYdpCvWAGr0RyYIAMcYdyCPfFPmlI92FoM1%40thread.tacv2/General?groupId=69df4599-ec18-401e-9744-0336554cae75&tenantId=48bf86e8-11a2-4b8a-8cb3-68d8be2227f3
https://teams.microsoft.com/l/channel/19%3aFQom4yvjSBYdpCvWAGr0RyYIAMcYdyCPfFPmlI92FoM1%40thread.tacv2/General?groupId=69df4599-ec18-401e-9744-0336554cae75&tenantId=48bf86e8-11a2-4b8a-8cb3-68d8be2227f3
https://teams.microsoft.com/l/channel/19%3aFQom4yvjSBYdpCvWAGr0RyYIAMcYdyCPfFPmlI92FoM1%40thread.tacv2/General?groupId=69df4599-ec18-401e-9744-0336554cae75&tenantId=48bf86e8-11a2-4b8a-8cb3-68d8be2227f3
https://teams.microsoft.com/l/channel/19%3aFQom4yvjSBYdpCvWAGr0RyYIAMcYdyCPfFPmlI92FoM1%40thread.tacv2/General?groupId=69df4599-ec18-401e-9744-0336554cae75&tenantId=48bf86e8-11a2-4b8a-8cb3-68d8be2227f3
https://teams.microsoft.com/l/channel/19%3aFQom4yvjSBYdpCvWAGr0RyYIAMcYdyCPfFPmlI92FoM1%40thread.tacv2/General?groupId=69df4599-ec18-401e-9744-0336554cae75&tenantId=48bf86e8-11a2-4b8a-8cb3-68d8be2227f3
https://teams.microsoft.com/l/channel/19%3aFQom4yvjSBYdpCvWAGr0RyYIAMcYdyCPfFPmlI92FoM1%40thread.tacv2/General?groupId=69df4599-ec18-401e-9744-0336554cae75&tenantId=48bf86e8-11a2-4b8a-8cb3-68d8be2227f3
https://teams.microsoft.com/l/channel/19%3aFQom4yvjSBYdpCvWAGr0RyYIAMcYdyCPfFPmlI92FoM1%40thread.tacv2/General?groupId=69df4599-ec18-401e-9744-0336554cae75&tenantId=48bf86e8-11a2-4b8a-8cb3-68d8be2227f3
https://teams.microsoft.com/l/channel/19%3AFQom4yvjSBYdpCvWAGr0RyYIAMcYdyCPfFPmlI92FoM1%40thread.tacv2/General?groupId=69df4599-ec18-401e-9744-0336554cae75&tenantId=48bf86e8-11a2-4b8a-8cb3-68d8be2227f3

Who Ya Gonna Call?!

)

ODU Financial Services is
comprised of the University
the Office of Budget and
Financial Planning, the Office
of Finance, and Procurement
Services.

* MISSION: to provide the financial
framework, services, and leadership
for the responsible and transparent
management of ODU’s resources to
enhance the success of the
University and its students.

* VISION: to continually develop as an
innovative financial services
resource that works collaboratively
to support the University’s mission.

-

BUDGET

Budget Prep, New Budget
Codes, Capital Budget
Questions, Budget Deficits,

] \)
Permanent Budget
Adjustments, Insight Budget
Reporting Training, ETF | W ;
https://ww1.odu.edu/budgetoffice/directory
. B " —— ——
N P

P Ak T

y

FINANCE

Resolving budget discrepancies,
IDTs/ASRs, Departmental Billing,
Student Account Information,

8 Accepting funding on behalf of ODU,
BUD/BUD Delegate Changes, Banner
and CUFM Training, Banner system
guestions, FYE Deadlines, Merchant

<
40“'\1/ A g
\/5/’ s
Account Details Payroll, Hiring

% AN/ Student Employees, WTE

Y https://ww1.odu.edu/finance/director

PROCUREMENT

Accounts Payable/Vendor
Payments, Travel, Vendor
Concerns /Details, Purchasing,

eVA, eReceiving,SWaM,
VASCAAP, Contract Vendors,
PCard & PCard Reconciliations,
Surplus & Disposal

https://ww1.odu.edu/procurement/directory


Presenter Notes
Presentation Notes
APD – discuss who we are, this is a cheatsheet, who to call, each directory is linked. Hope it helps!
Mention – training opportunities for each separate department. PLEASE REVIEW! May be found via link above (QR). Some trainings are required for processes, these are discussed on each training page. We are here to help! Never hesitate to reach out. 

QR code takes you to FinSvc website. We are here to help! 

https://ww1.odu.edu/finance/directory

Questions!

1)


Presenter Notes
Presentation Notes
APD: Open mic for this set of questions


~ DATACONTROL

Linda Meyers Jorel Browwn

KEristy Hammonds Lisa Whillams

ol Supsardsor ninol F

arhniclan

SMLITITHI
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Amanda Dunlap

Tlana Bowe



Presenter Notes
Presentation Notes
APD

https://www.odu.edu/facultystaff/university-business/information-management/data-control
https://www.odu.edu/facultystaff/university-business/information-management/data-control
https://www.odu.edu/facultystaff/university-business/information-management/data-control
https://www.odu.edu/facultystaff/university-business/information-management/data-control
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