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Accounts Payable 
Training



Accounts Payable Mission & Information
The primary mission of Accounts Payable is to ensure all payments processed by 
the department are done timely, accurately, and in compliance with the 
University; along with the federal and state rules and regulations, with excellent 
customer service and a commitment to continuous process improvement.

The following are some examples of the procedures in place for requesting 
payments for Vendors, Memberships, Subscriptions, Accreditation Fees, Agency, 
Stipends, and other types of payments.

All forms, instructions, and other pertinent information can be found on the 
Controller’s web site at http://www.atu.edu/controller/forms.

http://www.atu.edu/controller/forms


Accounts Payable
Request for Payment

Purchase Order Check Request
The following documents are required and must be 
received by Accounts Payable in order to process 
payments.
• Purchase Order (signed & dated by authorized supervisor)

• Original Invoice
Upon receipt of the above documents, Accounts 
Payable will process the invoice for payment in 
accordance with the established payment terms for 
that vendor.  We ask that all purchase orders are 
forwarded to Accounts Payable directly after 
receiving goods or services.  When applicable,
contracts or quotes are required.

Non-Purchase Order Check Request
The following documents are required and must be 
received by Accounts Payable in order to process 
payments for non-purchase order check requests.
• Check Request Form
• Invoice or Itemized Receipts
• Memo from Department Supervisor (in certain 

circumstances, *please see slide eight (8) for additional information)

Upon receipt of the above documents, Accounts 
Payable will process the check request for payment.  
We ask that all check requests and documents are 
forwarded to Accounts Payable directly after 
receiving goods or services.

An explanation of required documents to follow.



Supporting Documentation
Purchase Order Check Request
Acceptable Documentation:
• Invoice (original)

• Vendor name, address, & phone number
• Invoice date & number
• Purchase order number
• Description of goods/services
• Amount of goods/services
• Sales tax (if applicable)
• Shipping charges (if applicable)
• Total amount due 

Additional Supporting Documentation (if applicable):

• When available – forward packing slips with PO.
• When applicable – quotes or contracts are required.  

However, a quote or contract does not take the place 
of an invoice.

Unacceptable Documentation:
• Personal Checks or Bank Statements
• Credit Card Statements or Receipts

Non-Purchase Order Check Request
Acceptable Documentation:
• Invoice (original)

• Vendor name, address, & phone number
• Invoice date & number
• Purchase order number
• Description of goods/services
• Amount of goods/services
• Sales tax (if applicable)
• Shipping charges (if applicable)
• Total amount due 

• Itemized Receipt 
• Memo (*please see slide eight (8) for additional information)

Unacceptable Documentation:
• Personal Checks or Bank Statements
• Credit Card Statements or Receipts

Agency Check Request
• Please visit the Forms page at www.atu.edu/controller for Agency check 

request instructions.

http://www.atu.edu/controller


• Vendor name, address, & 
phone number

• Invoice date & number
• Purchase order number
• Description of goods/services
• Amount of goods/services
• Sales tax (if applicable)
• Shipping charges (if applicable)
• Total amount due 

Sample Invoice Sample Handwritten Invoice

Handwritten invoices 
require all information as 
other invoices, as well as, 
a company representative 
signature.

If an incomplete invoice is 
received, it will be 
returned for corrections to 
the appropriate 
department.

Supporting Documentation Examples



Purchase Orders
• Prior to making a purchase with a vendor, a 

requisition must be entered and a purchase order 
created.  For questions regarding requisitions and 
purchase orders, please contact Purchasing at 
www.atu.edu/purchasing or 968-0269.

• Upon receiving goods/services, print purchase 
order

• Complete bottom right portion of the purchase 
order:

• Enter the date goods/services are received
• Mark Final, if order is complete, or Partial, if order 

is incomplete
• Enter date of approval
• Departmental Supervisor signature is required

http://www.atu.edu/purchasing


• Paperclip the following forms together and 
forward to:  Accounts Payable, Browning Hall, 
3rd Floor

• Signed and approved Purchase Order
• Invoice
• *Packing Slip
• **Quote (if applicable)

• **Contract (special services)

*If available – forward packing slips with purchase order.
**When applicable – quotes or contracts are required.  
However, a quote or contract does not take the place of an 
invoice.

Contract (special services)

Quote (if applicable)

Invoice



Non-Purchase Order Check Request
Examples of check requests that do not require a purchase order are:  
• Memberships 
• Subscriptions 
• Accreditation Fees
• Agency
• Stipends
• Postage
• FedEx or UPS
A Request for Check Form will need to be completed and the following attached:
• Invoice
• Itemized receipt (if applicable)

• *Memo (if applicable)

• Contract (if applicable)

*A Purchase Order is required for all standard purchases, with the exception of those listed above.  If the purchase order policy has not been followed 
for a standard purchase, please contact the Accounts Payable department at 968-0691 or 964-0512 for further instructions.



Please make sure that all required areas are filled in or marked appropriately.

• Mark the type of check
• Check Requested by:  Department or Office
• FOAP:  Fund, Organization, Account, & Program code for your department.  (Account information can be 

found at www.atu.edu, under Purchasing, Faculty & Staff, Account Code Listing.)
• Vendor Number/T Number  (Refer to Banner – Self-Service)
• RA number (Remit Address, Refer to Banner – Self-Service)
• Check Payable To
• Send Check to Address
• Description of Goods/Services or Reason for Refund
• Amount of Check
• Requester Signature
• Approval Signature
• Signature of Payee (required when an invoice is not present, i.e. Stipends)

For Agency check request instructions, please visit the Forms page at www.atu.edu/controller.

If, for any reason, the check issued is no longer required, please write VOID on the check and 
return the check to the Controller’s Office, with an explanation, so that the check can be 
cancelled.  Please do not shred the check.  

Request for Check Instructions
The Request for Check Form must be completed and submitted to Accounts Payable with 
supporting documentation in a timely manner.  Incomplete forms will be returned, which will 
delay the payment process.

http://www.atu.edu/
http://www.atu.edu/controller


Memo (if applicable)

Invoice/Itemized Receipt

Contract (special services)

• Paperclip the following forms together and 
forward to:  Accounts Payable, Browning Hall, 
3rd Floor

• Signed and approved Check Request Form
• Invoice/Itemized Receipt (all receipts smaller than a 

standard sheet of paper should be taped to an 8 ½” x 11” sheet of 
paper, please do not staple)

• Memo (if applicable)

• Contract (special services)



Accounts Payable Contact Information
For questions regarding the Accounts Payable process please contact us at 968-0691 
or 964-0512.

All forms, instructions, and training are located on-line at: 
http://www.atu.edu/controller or under on-line forms at www.atu.edu. 

Arkansas Tech University
Controller’s Office, Browning Hall, 3rd floor
1505 N Boulder Ave
Russellville, AR  72801

http://www.atu.edu/controller
http://www.atu.edu/


Agency Account Training

How to Complete an 
Agency Check Request Form



Accounts Payable Mission & Information

The primary mission of Accounts Payable is to ensure all payments 
processed by the department are done timely, accurately, and in 
compliance with the University; along with the federal and state rules and 
regulations, with excellent customer service and a commitment to 
continuous process improvement.

The following information is in place to assist all Agencies on campus with 
detailed instructions on how to complete an Agency Check Request form.

All forms, instructions, and other pertinent information can be found on 
the Controller’s web site at http://www.atu.edu/controller/forms.

http://www.atu.edu/controller/forms


The Request for Check Form must be completed and submitted to the Accounting Office with supporting documentation in a timely 
manner.  Incomplete forms will be returned, which will delay the payment process.  All complete forms will be reviewed by the 
Accounting Office for funding availability & forwarded to A/P for processing.

Please make sure that all required areas are filled 
in or marked appropriately.

• Mark: Agency Funds
• Check Requested by:  Department or Office
• FOAPAL:  Agencies will fill in the Fund & Account only. 
• Vendor Number/T Number  (Refer to Banner – Self-Service)

• RA number (Remit Address, Refer to Banner – Self-Service)

• Check Payable To
• Send Check to Address/or email address for pick-up
• Description of Goods/Services
• Amount of Check
• Requester Signature
• Approval Signature (Authorized Personnel Signature –

Agencies/Organizations should maintain a copy of the approved 
personnel)

Request for Check Instructions



Supporting Documentation
The following supporting documentation must be attached to the Request for Check form.  Please 
do not staple documents or forms together.

Acceptable Supporting Documentation
• Invoices – listing goods/services
• Receipts – listing goods/services

• Hand-written receipts must be signed by 
company representative and include the 
company name & address on the receipt

• Memos 
• For donations to other organizations

Unacceptable Supporting Documentation 
• Debit/Credit Card Receipts
• Bank Statements
• Credit Card Statements

Receipts should be securely taped to an 8 ½ X 11” sheet of paper



Additional Information
• Payees may not request or approve their own check
• Checks will be mailed to Payee, unless otherwise noted

– Make a note on the Request for Check form if Payee would prefer to pick-up the check
• Include Payee’s email address.  The Disbursing office will email Payee when the check is ready to pick-up
• Checks made out to individuals must be picked up by the Payee only (ID is required)

– Checks made out to vendors that are picked up will have a Receipt of Check Statement attached
• Individual picking up the check must sign out the check
• Vendor must sign Receipt of Check Statement, showing receipt of the check
• Receipt of Check Statement must be returned to the Disbursing office within 5 business days of delivery (Disbursing, 

Browning Hall, Room 307)

• If a Vendor does not have a T number, please contact the Purchasing office to set one up before submitting a 
request

• Incomplete forms will be returned
• If there are errors on the form or with the back up information, the individual who requested the check will 

be contacted via email in order to correct the errors
• Please allow 3-5 business days to process requests
• Agency checks are printed on Wednesdays & Fridays only

If, for any reason, the check issued is no longer required, please write VOID on the check and return the check to 
the Controller’s Office, with an explanation, so that the check can be cancelled.  Please do not shred the check.  



Gifts/Prizes/Awards
All purchases for Gifts/Prizes/Awards must have prior approval from the 
Controller’s Office before purchases are made.  Please forward the completed 
Pre-Approval form to Donna Rankin through campus mail or via email at 
drankin@atu.edu.

• For goods over $50, gift cards, or cash, the Gift/Prize/Award Reporting 
Form must be filled out by each recipient and submitted with the Request 
for Check form.

• Request for checks will not be processed until the correct forms are 
received for purchases of stated Gifts/Prizes/Awards.

• Please carefully review all procedures prior to making purchases and 
submitting requests.

mailto:drankin@atu.edu


Agency Contact Information
For questions regarding the Agency check request process, please contact the 
Accounting department at 968-0395 or slatus@atu.edu. 

All forms, instructions, and training are located on-line at:  
http://www.atu.edu/controller or under on-line forms at www.atu.edu.  

Arkansas Tech University
Accounting Office, Browning Hall, Room 312
1505 N Boulder Ave
Russellville, AR  72801
Phone: 479-968-0395
email: slatus@atu.edu

mailto:slatus@atu.edu
http://www.atu.edu/controller
http://www.atu.edu/


Accounts Payable 
Direct Deposit Reimbursement Enrollment

The Controller's Office is excited to announce the option for employees to receive 
travel reimbursements by direct deposit instead of a check.  Simply follow the steps 
below to enroll:

1. Log on to ATU’s OneTech portal at https://onetech.atu.edu:

2. Click on "Employee" located on the left-hand navigation menu, and then click on 
"Self-Service Banner":

https://onetech.atu.edu/
https://onetech.atu.edu:


3. You will be directed to the page below.

4. Click on the Employee tab located at the top – It should look like the following:



5. Now click on the Travel Reimbursement Direct Deposit Enrollment.

6. The yellow message bar displays your current direct deposit enrollment. To enroll in 
direct deposits for Accounts Payable employee travel reimbursements, choose one 
of the accounts listed and Submit.
If you do not have an active direct deposit account listed or you would like AP travel 
reimbursements to go to a new account, you will need to enroll by completing the 
form located at http://www.atu.edu/controller/forms



7. After submitting, the screen will show your current enrollment in the yellow 
message bar. This completes your enrollment through the OneTech Portal.

If you didn't choose one of the listed accounts and are required to complete 
the form, please return the completed form and a voided check to Accounts 
Payble. 



Administrative 
Service & The 
Office of Events
INVENTORY, MEAL PLANS, EVENTS MANAGEMENT



Who are We?? 

 Missy Hubbard  - Oversee our Department 

 Lena Couch – Fiscal Support Specialist

 Rachel Broussard – Special Event Coordinator

 Satya Batchu – Upcoming GA for Office of Events 

 https://www.atu.edu/adminservices/index.php

https://www.atu.edu/adminservices/index.php


INVENTORY
TRACKING, TAGGING, REMOVAL, TRANSFER, REPURPOSE, 16TH STREET 
WAREHOUSE



The goals for the Inventory Manager 
include:

1. Provide a means of collecting, storing, updating, 
and retrieving equipment inventory information.

2. Provide departments with accurate and timely 
information concerning equipment under their 
control.

3. Maintain database for calculating and 
documenting equipment placement by building 
and room.

4. Comply with inventory management principals 
governed by the University and state of Arkansas 
guidelines.



5. Provide data for capitalization and depreciation 
entries for the University’s general ledger.

6. Record and reconcile the results of the annual 
equipment audit as received from the 
University’s departments.

7. Timely process departmentally prepared internal 
transfer, inter-departmental transfer, property 
removal, property storage, and technical 
removal forms.

8. Comply with all disposition and transfer 
regulations established by the State of Arkansas 
Department of Finance and Administration, 
Division of Marketing and Redistribution.



What is Inventory? 

 These items will be tagged and entered into the University's inventory 
database:

 Capital Assets
 Non-Capital Assets
 Non-Capital, High-Risk Assets: costing between $500 

and $999.99
 All other assets



CAPITAL ASSETS

Capital Assets: Any movable property valued at $5000 and 
above.*

All Capital Assets will receive a RED Inventory tag.  
Capital Assets are subject to annual State Audits
Administrative Services is responsible for tagging Capital Assets, 
however the Controllers Office tracks the property in Assetworks.  



Non-Capital Assets 

 Non-Capital Assets: Any movable property valued between $1000 and 
$4999.*

 Administrative Services tags and tracks all Non-Capital Assets
 Non-Capital Assets will receive a GREEN ATU Property tag



Non-Capital, High-
Risk Assets

costing between $500 and 
$999.99 .*



All other assets

These assets will not be tagged or entered into 
the University’s database. However, these items 
are still considered State Property and cannot 
be disposed of without following Arkansas Tech 
University’s guidelines for disposal of property.



DISPOSAL OF STATE PROPERTY!!
VERY IMPORTANT!

 YOU CANNOT throw away any State property 
 Please complete the appropriate forms for removal 
 We must get permission from M&& (State of Arkansas) to dispose or 

sell any State property.  
 It is vital that all individuals follow this policy!



Tagging University Property

 The initial process of placing an item on the inventory system begins when a 
Purchase Order is received by the Inventory Manager in the Department of 
Administrative Services. From this PO the item will immediately be assigned 
an official university property tag and pertinent information will be entered 
into Assetworks. It is the Departmental Inventory Specialist responsibility to 
notify the Inventory Manager when the equipment has been received so 
the proper inventory tag may be placed on the item. At this point the 
Inventory Manager will note the location and serial number of the item in 
Assetworks. Any movement after this point must be communicated to the 
Inventory Manager so the information in Assetworks may be updated.

 *** A special note concerning computers as they pose a unique challenge. 
Computer systems are purchased as a “bundle” on a single PO. A CPU, 
monitor, keyboard, and mouse are considered part of the bundle. For 
administrative purposes, the CPU will be tagged and tracked as the main 
unit of the microcomputer system. As such, the CPU only is considered 
complete and tracked in Assetworks.



Your Role with Inventory

YOU are the DEPARTMENTAL INVENTORY SPECIALIST!!!  YAY YOU!! 
SORRY THERE IS NO EXTRA COMPENSATION FOR THIS ROLE! ;) 

The Departmental Inventory Specialist will be responsible for the day-
to-day inventory processed within the department and will serve as the 
contact person to the Inventory Manager in the Department of 
Administrative Services. The coordinator must be a full-time employee 
and may not be a student.
Your role
• To work with our Office to identify/tag/remove any State of 

Arkansas property that is in your department



To track all departmental Inventory – Capital and Non-Capital 
Assets in your department and notify the Inventory Manager of 
any changes in your Inventory. 

•Assist with yearly State Audits.  Locating and identifying 
requested Capital Assets

•Account for and return the yearly Inventory in a timely manner 
with any additions and/or deletions 



STATE AUDITORS 

 On campus Mid August – Mid to End of October
 Random list of Capital Assets
 We must find and identify these items 
 They must have an ATU issued Inventory tag
 If we cannot locate the requested item – it results in a comment on 

the audit and that is what we strive to NOT happen. 



16th STREET 
WAREHOUSE!!! 





Budget Office

RCB Room 406

Phone: 964-0821

https://www.atu.edu/budget/



WHO WE ARE

 The Budget Team
 Sandra Cheffer, Director of Budget

 Matt Fraser, Assistant Budget Director

 Karen Alexander, Coordinator of Grants Management

 Lou Ann Reeves, Business Manager

 Becky Summey, Budget Specialist

 Thomas Walker, Restricted Fund Accountant

 Responsible for: budget development, allocation and oversight, 
financial planning, grant and special projects management (restricted 
funds accounting), financial reporting

 Goal: to ensure funds availability and proper handling of funds in 
compliance with budget, state, federal guidelines and laws



GRANTS & SPECIAL PROJECTS

 Overview of E&G and Restricted Funds

 SPUI and Budget Grant roles

 SPUI

 Budget

 Expenditure alignment with grant guidelines

 Time and Effort reports

 P-card purchases

 Matching

 Indirect Cost



BUDGET ALLOCATION AND OVERSIGHT

 FOAPAL
 F: Fund – Russellville, Ozark, Grant, Camp, Restricted
 O: Organization – Department 
 A: Account – Expense category
 P: Program – Activity

 Budget transfer 
 Paper form available on website
 Work Flow

 Budget transfer vs. recode of expense
 Transfer – before expense occurs
 Recode – after expense has occurred



NEW TOOLS!!

 One Tech Financial Advisor Dashboard

 Excel Budget and Payroll Spreadsheet



Financial Advisor Dashboard



FUTURE TRAINING SESSIONS

 College Work Study

 August 16 in RPL 331

 9:30-11:00 and 2:30-4:00

 Self-Service Budget Viewing

 October 30 in RPL 331

 9:00 and 2:00



Facilities Management
Motor Pool

2505 Red Hill Lane

Dona Kirkpatrick    968-0317
Website: www.atu.edu/facilities



1-Motor Coach Bus that holds 56 Passengers plus driver
$2.75 per mile

This covers mileage, gas, and driver

3-Passenger Vans that holds 11 passengers plus driver
Starting fee of $50.00 

5-Cars that holds a total of 5 Passengers
.44 per mile

2-Mini Buses that holds 28 Passengers plus driver
.70 per mile

On Overnight stays the 
Department/Agency is 
responsible for lodging 
and meals for Bus Drivers

Must be 21 years old 
to drive Motor Pool 

Vans or Cars

Must be on 
CDL List



Fuel Cards that can be used when going over 100 miles using Motor Pool 
Vehicles or Rental Cars from Enterprise.

STEPS to use a WEX Fuel Card

Need a WEX Fuel Card ID Number
Call Motor Pool and give first and last name and T number
Need at least 2 days prior to travel for activation on Fuel Card prior to travel date.



STEP 1
You must call to make reservations for any Motor Pool vehicle

Dona Kirkpatrick at 479-968-0317 or 968-0261
dkirkpatrick@atu.edu

Steps to Reserve a Motor Pool Vehicle

STEP 2
Submit a Requisition to the Travel Office including the following information:

Who  (Driver) What (Vehicle)  When  (Date)  Where (Location) Why (Reason)

Need at least 
24 hr. Notice

NO Purchase Order, 
NO Travel

mailto:dkirkpatrick@atu.edu


All University vehicles are to be used for official business only and not used for personal use.

Occupants are strictly limited to faculty, staff, current ATU students and individuals registered with an official University event which is
limited to camps and conferences. Friends and family may not accompany passengers on the van if they are not a member of one of these

groups. 

CDL Drivers will be paid $10.49 per hour, on-duty behind the wheel of the bus or Monitoring (setting on bus), otherwise
considered off-duty. 

No smoking is allowed in University vehicles.

Seat belts must be worn at all times by the driver and passengers when accessible.

The use of a handheld wireless telephone while operating a motor vehicle is prohibited

Traffic violations must be reported to the driver's supervisor within 24 hours of the occurrence, or by the following
business day.

Rules to Remember



VEHICLE ASSIGNMENT

Assigned To: _____________________ Date: Vehicle #__________

Beginning Odometer Reading _________________ Ending Odometer Reading________________________

Date Returned ______________ Signature of Driver _____________________________________________
*** PLEASE PARK VEHICLE AT FACILITIES MANAGEMENT PARKING LOT UPON RETURN***

Please complete this form and turn in with keys, WEX credit card and receipts for fuel.
The driver is responsible for removing all trash from vehicle.

Vehicle repairs needed:  ___________________________________________________________________
Completed by Motor Pool

Total Miles Charged ________________Rate ______________Amount_____________________________

THE DRIVER IS RESPONSIBLE FOR BREAKDOWNS ON THE ROAD OR AFTER HOURS
PLEASE READ THE INFORMATION ON THE BACK



BREAKDOWN INFORMATION:

1. Monday through Friday 7:00 am to 5:00 pm, call 479-968-0317 to report a breakdown.
2. The Motor Pool is not able to provide Roadside Assistance outside of Pope County and/or 

outside the normal working hours listed above. Do not plan on a replacement vehicle from the 
motor pool, they are usually not available.

3. HAVE A BACKUP PLAN IN THE EVENT OF A BREAKDOWN. THE LISTED DRIVER IS 
RESPONSIBLE FOR HANDLING BREAKDOWNS.

4. The WEX card may be used for repairs if the vendor accepts WEX. Be sure to obtain an itemized 
receipt.

5. If you decide to leave the vehicle, remove the keys, all personal belongings, and lock the vehicle.
6. If the vehicle is towed, report the location of the vehicle to the Motor Pool as quickly as possible.



Dona Kirkpatrick
Fiscal Support Specialist for MotorPool

dkirkpatrick@atu.edu 968-0317

mailto:dkirkpatrick@atu.edu


Hiring Process:
Student Workers, GA's, and 

Extra Labor positions
Presented by Human Resources



Overview

 Student Employment Procedures

 Request Forms

 Background Checks (If student needs system access)

 Required as part of the Student Employment Handbook

 Personnel Packets  

 Terminations



Student Employment Procedures

 When a department offers a student a job

 Supervisor will prepare a “Request/Assignment for Student Employment”

 Supervisor will send new student worker to Human Resources on or before their 
first day of work, with appropriate IDs for the I-9 form and a voided check for the 
direct deposit form.

 If student needs system access, supervisor submits the background request 
through Self-Service Banner

 Takes about one week to complete

 Good for one year

 Requests received after the 22nd of each month may not be processed until 
the following month

 Make a copy of the Request form and keep for departmental records and for 
later termination of assignment.



Student Employment Procedures Cont.

 We will provide student with an employment packet which contains:

 Personnel Data Event Form

 I-9 Form

 State & Federal Tax Forms

 Drug Free Workplace acknowledgement

 Selective Service and Disclosure Forms

 Once a student has completed the packet, we will review the packet and IDs 
for completion. If there is any missing information, the department will be 
notified and student may not be eligible to begin work.



Request Forms

 Request forms are completed as such: 

 Spring: January – May 

 Summer I: June only 

 Summer II: July only

 Fall: August – December

 Student workers are not to exceed 28 hours per week.

 If a student works in more than one department, it is the responsibility of the 
student to divide the hours accordingly so as not to exceed the 28 hour limit. 

 International Students cannot work more than 20 hours per week during the 
school year.

 Financial Aid can advise if students are eligible for college work-study funds.

 The Budget Office can provide index code and Banner position number.



Request Forms Cont.

• Request forms MUST have all 
required signatures BEFORE they 
can be processed.

• Graduate College approval, if 
student is also a GA.

• VP of Admin & Finance approval for 
special pay rates.

• Senior Service Fellowships must be 
signed off by the VP of Academic 
Affairs.

• Request forms must have 
Supervisor’s and Department Head/ 
Dean’s signature

• Requested earnings, work-study or 
non work-study, must match Banner 
Position #

• Work-Study: Begins with C
• Non Work-Study: Begins with N



I-9 Form

 It’s the LAW!

 U.S. employers are required by law to verify the employment authorization of 
all workers they hire.

 The I-9 form must be completed by the first day of work.

 Employers who hire or continue to employ individuals knowing that they are 
not authorized to be employed in the U.S. or who fail to comply with 
employment authorization verification requirements, may face civil, and in 
some cases, criminal penalties including fines: 



I-9 Form Cont.
• Must be original forms of 

identification

• Cannot specify what to bring
• Employee will have three 

business days from hire date 
to provide identification



Terminations

 Complete Part II at the bottom of the Request/Assignment for Student Employment 
form and send it to Human Resources.

 Termination forms must be submitted for all student workers.

 Please specify the termination reason when completing the form. 
Examples: graduated, resigned, been terminated, or end of assignment. 

 Why terminations are very important. 

 We must ensure that all computer access is terminated for that employee. 

 We also use this information in the case of employment verifications.

 For this reason it is important that the termination date be the last day worked



Terminations Cont.

 Once terminated in the system, students will not have access to retrieve their 
electronic W-2. If they have selected the electronic consent, they will want 
to “uncheck” this box before they leave. 

 To ensure that they receive their W-2 for the following year, students will also 
need to update their mailing address online once they have been terminated 
and/or moving.

 Students will need to contact the Payroll office if they fail to update their 
address.



Failure to Follow Procedures 

Department
 Out of compliance with federal law

 HR Director will be notified of the 
department in question

 Department is responsible for 
making sure student submits blue 
timesheet

 Department is not allowed to let 
the student work any additional 
hours until student’s paperwork is 
completed.

Students
 Will not be paid on time.

 Students will have to wait until the 
next pay cycle to receive payment.

 A blue timesheet will need to be 
submitted to the Payroll office

 Student is not allowed to work any 
additional hours, until all 
paperwork is completed.

If HR is not notified, either by the hiring department or if the student fails to complete their 
paperwork, there are consequences that can affect both the student and the department



What to do to hire an Extra Labor Employee

• Contact Michelle Bishop in the HR office for an appropriate title and rate of pay 
for the position

• HR can advertise the position under Extra Labor Opportunities
• If you have a person in mind for the job have them submit an online application
• HR will review the application to make sure they meet minimum requirements
• Once it is approved, submit the Pre-Employment Screening request for the 

individual
• When person has a clear background check, then submit the Extra Labor request 

form for each quarter they will work
• Employee will need to come to HR office to fill out Employment packet
• Must bring the appropriate ID’s for the I-9 form
• Must also bring voided check for Direct Deposit
• Once paperwork is complete, employee can begin work
• Employee cannot work over 28 hours per week



Payroll Time Sheet Procedures

• Employees

– Deadlines (submit two working days after
pay period ends)

– Don’t wait until the last minute
– Enter hours as worked (daily if possible)



Time Sheet Procedures
• Employees, cont.

– Must account for 40 hours from Sunday to 
Saturday

– At least eight hours per day 
– Always enter every hour actually worked 

(anything over 8 hours is comp time and should 
be reflected on the timesheet as well as a comp 
request form)

– Leave should be requested as soon as needed 
(unless using sick time)



Time Sheet Procedures

• Supervisors (full-time)

– Deadlines (approve four working days after pay 
period ends)

– Don’t wait until the last minute
– Leave should be approved as soon as possible 

after requested



Time Sheet Procedures

• Supervisors (full-time), cont.

– Make sure timesheet is complete (must check for 40 
hours per week before approving)

– All leave must be taken in quarter hour increments
– Approve leave then wait a day for it to process
– Leave Credits (only required when leave has hit the 

timesheets)



Time Sheet Procedures

• Supervisors (part-time)

– Student workers and Extra Labor timesheets should 
always account for actual hours worked

– Student workers and Extra Labor timesheets are due to 
be submitted by the employee by the second working 
day following the pay period and due to be approved by 
the fourth working day following the pay period (same 
as all other timesheets)

– Student and Extra Labor hours should always be entered 
in quarter hour increments



Time Sheet Procedures

• Supervisors (part-time), cont.
– To ensure timely processing please submit 

Student and Extra Labor requests to HR by 
the 23rd of the month proceeding the start 
date of the employee

– Only one approver required for timesheet if 
Department Head designates approver on 
request 



Time Sheet Procedures

• Common Mistakes
– Waiting until after the deadline to submit (locked out of 

timesheet)
– Copying hours on time sheets when using other leave
– Hitting the submit button twice can cause errors
– Submitting a leave credit when you can still cancel the 

leave
– Timesheets always go to Payroll
– Requests always go to Human Resources



Focus on Finance 2019
Procurement Session

Arkansas Tech University



Staff Members

Jessica Holloway-Director
Jennifer Warren-Assistant Director

Procurement and Risk Management Services Travel Services

DeAnna Kile-Procurement Manager Cindy Pratt-Travel Administrator

Cindy Hubbard-Senior Buyer Brooklyn Meeks-Travel Coordinator

Tammy Rye-Contracts Coordinator

Kristi Higgs-Procurement Specialist

Contact Information
479.968.0269

purchasing@atu.edu

Contact Information
479.356.2069 or ext. 3558

travel@atu.edu

Business Services

Travel session scheduled for 10:50 a.m. 
RCB 435.



Session Overview

 Procurement Services-who we are and what we do
 Ethics
 Procurement process
 Data entry standards for requisitions
 P-card 
 Promotional items and giveaways
 Electronic requisition approval process 
 State contracts
 Contracts and agreements



Procurement and Risk Management Services

 Staff of procurement professionals who have the knowledge, 
skills, and training to assist University personnel in the 
purchase of required goods and services. 

 This expertise insures that procurement decisions are made 
in the best interest of the University and in compliance with 
the State of Arkansas procurement law and University 
policies.

 Support the educational and research missions of the 
University.

 Manage insurance coverage for the University.



Procurement and Risk Management Services

• Construction procurement/projects-releasing bids and issuing 
purchase orders

• Contract management
• P-Card program-training and auditing for compliance
• Post office
• Property and other insurance coverages and facilitate claims 

requests
• Purchases made using operating funds and grants

Office of Advancement handles purchases using Foundation funds. 
Agency purchases are requested through the Accounting Office. 

• Revenue generating contracts (food service, bookstore, and vending)

Areas of Responsibility



Ethics

ATU is an institution of the State of Arkansas. 
As public employees our employment is a public trust and must be 

executed in such a manner to foster public confidence.
• Any attempt to realize personal gain through public employment by 

conduct inconsistent with the proper discharge of the employee’s duties 
is a breach of public trust. –Ark. Code Ann. §19-11-704(a) 

• Personal gain include financial gains by any member of an employee’s 
family.

• All funds received under the University umbrella should be reported 
directly to the Controller’s Office immediately.

– New grant funds, student organization dues, rebates, or refunds. All checks must be 
made out to Arkansas Tech and not to an individual.



Ethics Breech

A vendor providing an ATU employee anything of value at no cost or 
substantially below market value even if that vendor is not currently 

participating in a solicitation.
Examples include
• Meals, equipment, clothing, vehicles, and event tickets.
• Any attempt to circumvent the bidding process.

Please note: Product samples or sponsored meetings (i.e. conferences or 
trade shows) are permissible but must not allow for individual gain.

If you aren’t comfortable with it being in the 
headlines, don’t do it!



Procurement Process-Purchase Order

Don’t commit to buying anything unless you have a PO or P-card in hand.
Don’t sign any agreements or contracts.

This is for your protection!

New Vendor Request 

https://www.atu.edu/purchasing/new-vendor-request-form.php


Data Entry Standards-Requisitions
• Information entered should be clear, concise, 

and complete.
• No commodity codes for procurement 

requisitions-only for travel.
• Do not use symbols such as @, #, %, &, /, or _. 
• Do not copy and paste as often Banner 

cannot interpret this text. 
• Use mixed case letters-not all lowercase or 

ALL CAPS.
• Document Text should pertain to the entire 

document. A quote number is a good 
example. 

• Item Text should pertain to that specific 
line item. Information that does not fit in the 
description-make, model, color, etc..

Important as these are now 
seen by approvers before 
moving to Procurement. 



Procurement Card (P-Card)

• P-Card is a state-sponsored Visa credit card utilized for small dollar 
amount purchases.

• Requires agreement be signed by employee, Dean, and V.P. and 
employee is solely responsible for compliance when using the card.

• Card is reconciled by the cardholder once monthly by submitting a 
P-Card log and original receipts. 

• Training is offered after agreement has been submitted to 
Procurement Services.

P-Card and T-Card sessions are available at 2 p.m. in RCB 435.  



Promotional Items and Giveaways

Approval is a must from the Controller if given to faculty, 
staff, or students!

 Anything w/Tech logo also must be approved through 
MARCOMM

 Awards
 Plaques
 Promotional items (Swag)
 T-shirts (must be approved through MARCOMM and 

bid) and don’t forget to enter a requisition. 

Approval form must be turned in 
with P-Card log or requisition.



Electronic Requisition Approvals

What is it?

• Requisition approval process facilitated through existing Banner software. 
• Replaces the current process with standardized approvals throughout all 

departments. Approvers will now see requisitions before Procurement or 
Travel. Need more than one requisition for a purchase? Include “Page #”  or 
“1/2, 2/2, etc” in document text. 

• Currently applies only to requisitions. Procurement and Travel will continue 
to evaluate requisitions for compliance. 

• Two roles exist-approver and initiator. Security prevents one person from 
being in both roles.

Approver Training Sessions are available at 9:40 a.m. in RCB 446
Initiator Training Sessions are available at 2 p.m. in RCB 446



State and Cooperative Contracts

These contracts offer discounted pricing 
from quality vendors and our participation 
supports cost saving opportunities for all 
AR state agencies. Complete list is 
available online. 
• Staples Advantage-Office supplies (min 

$35 for online ordering)
• ASU Printing-letterhead and two color 

envelopes
• Printing Papers-paper (min $500) and 

black/white envelopes
• Target Printing-business cards
• Dell and Apple
• Amazon Business-Various items, no 

office supplies. 

Volume discount pricing is available 
through our participation as an 
educational institution. 
• B and H Photo
• CDW-G
• Connection
• Claridge-white boards

State Cooperative

Technology 
equipment



Contracts and Agreements

 Enter “Contract to 
follow” on 
requisition 

 Cover sheet must be 
signed by the 
requestor and VP

 Send all contracts 
with cover sheet to 
Tammy Rye at 
purchasing@atu.edu

 Be sure to include 
vendor’s email 
address. 

mailto:purchasing@atu.edu


Contract Approval Cover Sheet
 Please complete entire 

document.
 Requestor and VP signatures 

are required.
 Missing information will 

impede the process.
 You may check with Tammy 

Rye (trye@atu.edu) in 
Procurement for contract 
status updates. 



Online Resources

• Announcements
• Bimonthly 

newsletter
• Faculty and Staff 

Resources Page
• Forms and 

guidelines
• Training manuals
• Step-by-step 

requisition entry 
video and others

www.atu.edu/purchasing

https://www.atu.edu/purchasing


Special Thanks!Take Away
• Procurement and Travel Services is here to help you meet departmental 

needs within State and University guidelines.
• We are all subject to behaving ethically in our job duties. 
• The procurement process is in place to ensure that needs are meet in an 

efficient and responsible way.
• Requisitions must be entered clearly, concisely, and completely to allow 

for proper evaluation and processing.
• P-Cards exist for low dollar amount purchases and an additional session is 

available at 2 p.m. each day in RCB 435.
• Promos and giveaways require Controller’s Office approval.
• Electronic requisition approvals are in place and additional sessions are 

available. Approver-9:40 a.m. RCB 446 and Initiator-2 p.m. RCB 446.
• State and Cooperative Contracts are available for discounted pricing. 
• Contracts and agreements must be sent to purchasing with complete 

coversheet for evaluation.
• Online resources are available at www.atu.edu/purchasing website.  



Special Thanks!Special Thanks!



Cindy Pratt 
& 

Brooklyn Meeks 

https://www.atu.edu/travel/








https://www.atu.edu/TechA-
Z.php

https://www.atu.edu/TechA-Z.php




https://www.atu.edu/travel/training.php


travel@atu.edu

mailto:cpratt@atu.edu
mailto:bmeeks3@atu.edu
mailto:travel@atu.edu




Travel Cards & Procurement Cards

Procurement Office
&

Travel Office 



Procurement Card (P-Card)

 P-Card is a state-sponsored Visa credit card utilized for small dollar amount 
purchases.

 Requires agreement be signed by employee, Dean, and V.P. and cardholder is 
solely responsible for compliance when using the card.

 Card is reconciled by the cardholder once monthly by submitting a P-Card log 
and original receipts. 

 Training is offered after agreement has been submitted to Procurement Services.

 Be aware of phone calls requesting your P-Card number! A reputable vendor will 
never call and ask for your number. 

 Procurement Website 

https://www.atu.edu/purchasing/


Approval Limits

Division $1-$2,499.99 
>$2,500-
$4,999.99

>$5000-
$49,999.99 >$50,000

Academic Affairs Department Head Dean Vice President President

Administration and Finance  Specific Area Director Vice President President

Advancement Vice President President

Athletics

Head Coach, Head 
Trainer, Sports 

Information Director Athletic Director President

Enrollment Management Specific Area Director Vice President President

Ozark Department Head Chief Officer Chancellor President

President Specific Area Director Chief of Staff President

Student Affairs Associate Dean 
Dean of 
Students Vice President President

Grant Funds-All grant funds will 
forward to Principal Investigator 
and Budget Office queues for 
approval prior to moving to the 
Department Head queue and so 
on. Department Head Dean Vice President President

Approval Chart



P-Card Do’s & Don’ts

P-Card Do’s
 Amazon Business
 Office Depot
 Memberships
 Orders under 

$1,000 but not 
limited to

 Registrations
 Staples 

Advantage
 Subscriptions
 VIP Awards

P-Card Don’ts
 Breakroom Supplies
 Candles
 Construction
 E-Bay
 Food
 Furniture
 Gifts/Cards/Flowers/Party 

items
 Office Supplies from 

Bookstore
 Personal items
 T-shirts
 Travel except registrations
 Gift Cards 



Promotional Items and Giveaways

Approval is a must from the Controller 
if given to Faculty, Staff and Students!
 Anything w/Tech logo (must be approved 

through MARCOMM)
 Awards
 Plaques
 Promotional Items

Approval form must be turned in 
with P-Card log with all signatures



Approval Form



P-Card Receipts Make sure business 

name is on receipt

 Must have 

descriptive details of 

purchase

 Must have shipping 

address

 Must have taxes 

broken down

 Must have Grand 

Total

 Total must match 

what is charged on 

P-card







US Bank for P-Card

 Login to US Bank
 Click on 

Account 
Information

 Click on 
Account Profile 

 View Account 
Profile to see 
details 



Contact Us! 

 DeAnna Kile 
968-0269 ext. 3551
dkile@atu.edu

mailto:dkile@atu.edu


Travel Cards (T-Cards) 

Cindy Pratt 
& 

Brooklyn Meeks



Application

https://www.atu.edu/travel/


Example of T-Card Log 
Example of Bank Statement 



Travel Card Do’s & Don’ts
 Purchase order must be completed 

prior to using t-card
 Keep all itemized receipts
 Complete t-card log and send to 

Travel Services 
 Make sure to have correct  

signatures 
 Need signed po’s
 Use correct account codes- listed at 

the bottom of the log 

 Do not travel without a purchase 
order completed 

 Do not use for personal travel 
 Do not send t-card log without 

signed po’s or signatures on log
 Do not send hotel bill without having 

a zero balance and the name of the 
traveler

 Do not send the airfare without a 
name, price, or ticket number 

 Do not send copies of receipts 
 Do not use for fuel
 Do not use for meals 
 Do not use for flight upgrade 



Contact Us

travel@atu.edu
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