Institutional Effectiveness Report

Assessment Summary
Administrative Unit: Financial Services
Contact Person:

Email: Traycee Martin
Phone: 5708

Assessment Cycle (academic or calendar year): Academic

Mission (related to VSU mission): Our Mission in Financial Services is to ensure the proper stewardship of the
University's financial resources by providing quality, compliant, timely, and meaningful financial
information to the University community with a service approach that mirrors the Core Values of the
Division of Finance and Administration.

Assessment History (discuss how and when the unit developed its current assessment program, what it used
prior to starting that program to assess its effectiveness, etc.):

Since the University’s commitment to a strategic planning model, Financial Services has met as a group and
agreed upon the unit’s goals for the upcoming year.

Although we continuously realign our resources to accomplish our goals as well as increasing numbers of
system-mandated decisions/projects, we had no documentation of our efforts until we began our
benchmarking efforts in January 2007. Thus, until 2007, we can only indicate if our goals were completed or
not.

2009 Goals for Unit:

e Document revised job procedures after PeopleSoft implementation(detail description of daily, weekly
and monthly procedures) and Annual Training and Development for all Financial Services employees
(via internal database), ensuring that each person receives a minimum of 40 hours per year as detailed
in the University Strategic Plan. This includes Student Assistant training in telephone etiquette,
message recording, dress attire, and overall preparation for the workforce.

e Financial Services must implement SAS 112 (Statement on Auditing Standards) by 6-30-08. This
statement requires that we document our internal controls and have a procedure for defining the
institution's overall risk assessment.

e Continue efforts to benchmark workload and performance and relay to VP monthly. Analyze data and
consider reorganization and/or additional positions needed to keep up with increased demand,
including devoted Accounting personnel in various departments on campus (i.e. Housing, Athletics,
International Programs, Plant, Bookstore, etc).



e Implement PeopleSoft V8, which includes an automated workflow and expense module. Advertise,
publish and train at least 75% of the VSU campus employees receiving any type of reimbursement on
the new PeopleSoft Expense module in conjunction with Employee Relations and Development.
COMPLETED 10-8-08

e Assess and implement ADP Shared Services for Payroll by 7-1-09.
e Prepare SACS Information and Narratives. COMPLETED 10-12-08

e Develop policies in conjunction with the Office of Grants and Contracts for compliance with OMB
Circular requirements for cost sharing and cash management.

e Under IT's direction, implement Marketplace by Touchnet, creating a web application to accept credit
cards for the University and eliminating the need for stand alone credit card machines on campus.

e Adjust campus Budget related policies and procedures to Peoplesoft V8 and then ADP and
communicate and update webpages accordingly, considering the following specific tasks:

o Establish formal budget override procedures

o Prepare Year-end Budget to Actuals for BAC review

o Review plant organization and funding and consider alternatives, including review,
documentation and justification of Plant Suspense

o Invite deans or dept heads or others to annual budget hearings.

o Work with SRA to incorporate financial data to SRA's dept reports from Banner. (formerly Link
Semester Enrollment Analysis to Financials each semester for BAC review)

e Evaluate and implement improved or additional services to students through automation, including but
not limited to the following:

o Communicate exclusively via Email (invoices, holds, etc.), fully implementing Hold removal
proposal from 2008.

o Research feasibility of Online Direct Deposit Application and procedures and deliver service if
feasible

o Automate Third Party billing by utilizing Banner Contract On-line Invoicing.

o Establish New Accounting, Fees and Procedures for Short Term Loans

Assessments (include when and to whom these are administered, and align goals with specific assessments):

Financial Services assesses the status of each goal quarterly and considers reorganization and efficiencies as
a result of reviewing our benchmarking data.

2007-2008

e Document job procedures (detail description of daily, weekly and monthly procedures).CURRENT POSITION:
Certain areas have some information written but it is not reviewed or updated on a routine basis and is not
consistent across areas.

o STATUS: Carried Forward



Acquire PDF or Adobe writer software to aid in the continued development of web based forms.
o STATUS: Completed
Continue efforts to benchmark workload and performance and relay metrics to VP monthly. Analyze data and
consider reorganization and additional positions needed to keep up with increased demand, including devoted
Accounting personnel in various departments on campus (i.e. Housing, Athletics, International Programs, Plant,
Bookstore, etc).
o STATUS: Carried Forward
Implement PeopleSoft V8, which includes and automated workflow and expense module. Advertise, publish and
train at least 75% of the VSU campus employees receiving any type of reimbursement on the new PeopleSoft
Expense module. This will be in conjunction with Employee Relations and Development.
o CURRENT POSITION: We have no deliverables from OIIT, but are developing training plan dates, etc.
o STATUS: Carried Forward
Document (via internal database) Annual Training and Development for all Financial Services employees,
ensuring that each person receives a minimum of 40 hours per year. This includes Student Assistant training in
telephone etiquette, message recording, dress attire, and overall preparation for the workforce.
o METRICS: 75% of employees receive 40 hours training/development per year. Database functioning by
11-1-07.
o STATUS: Carried Forward
Document daily calls, emails, office visits, etc., as part of our benchmarking efforts to document where our time
and efforts are devoted or diverted.
o STATUS: Carried Forward and combined with Benchmarking
Review records by area, cataloging, consolidating and destructing as necessary in accordance with state
regulations.
o STATUS: Completed
In conjunction with USO and University's efforts to move to paperless payments, continue to identify all
employees in Accounts Payable, update the vendor type to reflect that they are employees and convert those
receiving a check to Direct Deposit. Also, Research distributing EFT advices via email to eliminate printing and
inter-campus mailing.
o STATUS: Completed
Improve Travel related communications and forms to Faculty and Staff including but not limited to the following:
1. Develop Training Classes for education throughout the year, 2. Create Standard Request for Standing
Authority to Travel and cash advance forms.
o STATUS: Completed
Establish baseline data and perform research to document workload and improve service and efficiency of the
Payroll process including but not limited to the following:1. Establish baseline data comparing the percentage of
payroll initiated off-cycle check requests received by campus departments using six months (January to June
2007) data; 2. Perform research in reference to the feasibility of W2 availability online, as well as cost versus
benefit analysis; 3. Establish baseline data regarding payroll processing using payrolls processed during the
months of March 2007 through March 2008. The data recorded will be the number of Checks Printed, Advices
Printed, Extra Compensation Forms Processed, Timesheets Processed, Manual Payline adjustments.
o STATUS: Completed all but item 2 with reorganization of one position to Purchasing. ADP has been
hired by the USO and we are now participating in their shared services conversion committees.
Improve campus service to non-resident Aliens including but not limited to the following: 1. Establish a
relationship with the local SS office in Valdosta to streamline the process for Non Resident Aliens (NRA) trying to
obtain Social Security Numbers; 2. Develop an "If this then that" summary sheet that explains to Non Resident
Alien residency status, applicable federal and state forms to be completed, tax consequences if any, etc.; 3.
Research Cost vs. Benefit of purchasing a Non-Resident Alien Software that can work in conjunction with
PeopleSoft HRMS to resolve the manual <calcul ati on
o STATUS: Completed, except for purchase of software program (should be handled with ADP conversion)
Develop policies in conjunction with the Office of Grants and Contracts for compliance with OMB Circular
requirements for cost sharing and cash management.
o STATUS: Suspended but carried over since we st
Gray on proposed cost sharing policy.




e Address lack of Cash related procedures, specifically addressing the following: 1. Develop credit card procedures
for existing departments as well as those wishing to begin accepting credit cards; 2. Develop a formal audit
program for use in the audit of Cash both at the Bursary and of Petty Cash held by other departments on
campus; 3. Update our WebPages to add a reference for departments handling cash on campus (how to handle
and account for); 4. Develop an audit program (w/ IA) for assessing departmental credit card procedures for
compliance with Payment Card Industry (PCl) standards

o STATUS: Completed

e Improve the Budget Services Website to assist campus managers in preparing and analyzing budget data,
including but not limited to the following: 1. Post Budget Progress Report example with explanations of where to
find the information for Budget Amendment Request Form; 2. Post budget information for new department
heads, directors, other managers

o STATUS: Suspended but carried over until after PeopleSoft V8 implementation.

e Refine budget data analysis and processes, including but not limited to the following: 1. Complete online
reporting and communicate to campus; 2. Establish formal budget override procedures; 3. Ask Each Budget
Services employee to visit each of their assigned departments once this fiscal year; 4. Link Semester Enrollment
Analysis to Financials each semester for BAC review; 5. Standardize regular Review of Revenues for BAC review;
6. Procedures Calendar; 7. Prepare Year-end Budget to Actuals for BAC review; 8. Standardize month end
remaining fro BAC review; 9. Review plant organization and funding and consider alternatives, including review,
documentation and justification of Plant Suspense; 10. Meet with Barbara Gray and Anita Hufft to define what is
needed for personal services calculations for grant applications.

o STATUS: Most complete except: 2 will carryover to 2009; 4 is better tasked to SRA and will not carryover
as one of our dept goals; 7 will carryover -more info is needed on V8 first; 9 will carryover.

e Invite discussion of involving Deans and others in Budget Hearings.

o STATUS: Completed request, but Carried Forward since it was not approved.

e Evaluate and implement improved or additional services to students through automation, including but not
limited to the following : 1. Communicate exclusively via Email (invoices, holds, etc.); 2. Touchnet Webcheck; 3.
Research feasibility of Online Direct Deposit Application and procedures and deliver service if feasible; 4. Setup
and Implement Parking On-line Web payments through TouchNet; 5. Automate Third Party billing by utilizing
Banner Contract On-line invoicing.

o STATUS: 2 and 4 are complete but 1, 3, and 5 will be Carried Forward.

e Evaluate and realize efficiencies in processing, thereby improving service including but not limited to the
following: 1. Banner upgrade testing & implementation; 2. Reduce Manual Excess check audit process; 3. New
Accounting, Fees and Procedures for Short Term Loans; 4. Reconfigure Accounting for Contracts; 5. Develop
procedures for communicating with Voc Rehab; 6. Develop a proposal to present to all Department heads
currently releasing their own financial holds to relinquish that task to the Bursary; 7. Establish baseline data
regarding student receivables related to departmental charge backs/reversals for FY 2008.

o STATUS: Carried Forward
o PROGRESS COMMENTS: All are complete except for 3 and 6, which will be carried forward to 2009.

e Review purchasing policies with Business Services and Internal Audit and prepare a presentation to campus to
implement state guidelines that say all funds should follow state purchasing guidelines. Led co-partners in
defining a policy, developing campus training and forms, and presenting to campus. This change is by far the
most all-encompassing procedural change in campus operations.

o STATUS: Completed
e Implement Touchnet Webcheck and Paypath, which eliminates credit card fees in the University's budget.
o STATUS: Completed

2006-2007

e Document job procedures (detail description of daily, weekly and monthly procedures).
o STATUS: Carried Forward

e Acquire PDF or Adobe writer software to aid in the continued development of web based forms.
o STATUS: Carried Forward



e Hire Consultant to develop Procedural Guide to Business Operations for VSU, including an explanation and
frequently used list of chartfields available on the web.
o STATUS: Carried Forward - the project manager was changed to Yvonne LeRoy Landers in the VP's
office.
e Develop policies that adjust to a changing campus community.
o STATUS: Carried Forward
e Improve recording of inventories and job billings with Plant Operations.
o STATUS: Completed
e Add FAQ for Accounts Payable on webpage.
o STATUS: Completed
e Implement a Web based payment status inquiry system - Travel & Flex payments.
o STATUS: Suspended due to PeopleSoft V8 implementation
e Identify all employees receiving AP checks and convert them to EFT if they are on payroll Direct Deposit.
o STATUS: Carried Forward
e Review Accounts Payable database and determine archivable vendors, vouchers & payments.
o STATUS: Suspended but will reconsider after PeopleSoft 9 upgrade.
e Implement in-person pick-up of all Payroll checks and interoffice mail delivery of Direct Deposit Advice
o STATUS: Suspended. Policy distributed 1-3-07, but instructed to revoke by President 1-8-07.
e Implement Kronos for HRMS with HR&ED and campus departments.
o STATUS: Suspended by the System office until PeopleSoft Financials v8 upgrade and HRMS tools upgrade
are complete.
e Develop tools to aid in grant budgeting and accounting with Nursing and the Office of Grants and Contracts.
o STATUS: Completed
e Develop and document routine review of Indirect Fund, including budgeting carryovers.
o STATUS: Completed
e Develop an aid to assist Non-Resident Alien employees and scholarship award recipients through the paperwork
process.
o STATUS: Completed
e Improve the Budget Services Website to assist campus managers in preparing and analyzing budget data,
including but not limited to the following:
o Post an example of a Budget Progress Report with explanations of where to find the information needed
to complete the Budget Amendment Request Form
A STATUS: Rolled Forward
o Include a personal services calculator, summary information for grant applications
A STATUS: Completed
o Post budget information for new department heads, directors, other managers
A STATUS: Completed
o Budget Amount calculator for use by individuals developing FYO8 personal services
A STATUS: Completed
o Create a HRMS Change Coordination Spreadsheet with HR/ED: establish a trial period for using a
spreadsheet to coordinate changes that require a HRMS system change in our department as well as an
update in HR/ED area
A STATUS: Suspended for pending ADP implementation
e Refine budget data analysis, forms and processes, including but not limited to the following:
o PMF process and form: provide examples, recommend form need only if a change in funding
A STATUS: Carried Forward — will be reviewed after PeopleSoft V8
o Management Ratios & Reports
A STATUS: Carried Forward
o Link Semester Enroliment Analysis to Financials each semester
A STATUS: Carried Forward
o Initiate a regular Review of Revenues
A STATUS: Completed
o Merit Delivery Process



A STATUS: Completed
o External and Internal Processing Calendar
A STATUS: Completed
o Year-end Budget to Actuals
A STATUS: Completed
o Standardize month end remaining
A STATUS: Completed
o Move other departments to nVision reports
A STATUS: Suspended until PeopleSoft V8 conversion
Review Plant budget organization and propose alternatives, including review, documentation, and justification
of Plant Suspense.
o STATUS: Suspended because Plant would like to consider and initiate, if anything is proposed.
Invite discussion of involving Deans and others in Budget Hearings.
o STATUS: Completed request, but Carried Forward since it was not approved.
Create and Implement quarterly shadow budgets for BOR Budget Office.
o STATUS: Completed
Evaluate and implement improved or additional services to students through automation, including but not
limited to the following:
o Mass email communication for invoices, holds, etc.;
o Touchnet Webcheck
o Online Direct Deposit Application and Marketing;
o STATUS: Carried Forward
o PROGRESS COMMENTS: 1-8-07: Automated Drop Add charges mostly in place - a few modifications still
needed. IT not moving despite several attempts on WEBCHECK. Official email policy posted in 2007. Bob
working to review our policy and make a proposal with costs at 6-4-07.6-5-07: | have not started the
electronic email proposal (will begin this month) to include (but not limited to) notification through VSU
email accounts balances dues, hold amounts for AR's (B-3), parking, housing, infirmary, library, etc. We
discussed developing a proposal to include these electronic notifications in part of a weekly process to
be run by Computer Support Services, once approved. TouchNet Webcheck testing is pending setup by
Greg on the ACH payment option on the web. Jason communicated this to me 6/4/07. Electronic Direct
Deposit application testing was put on the back burner by IT. The Marketing is being performed by
Sharon as outlined on her timeline.
Evaluate and realize efficiencies in processing, thereby improving service including but not limited to the
following:
Banner 7.0 testing & implementation, COMPLETED
Banner Contract On-line Invoicing, Carried Forward
Reduction in Banner Manual Processes, Carried Forward
New Accounting and Procedures for Short Term Loans, Carried Forward
o Reconfigure Accounting for Contracts, Carried Forward
Provide Customer Service Training and Employee Development for all Financial Services employees, including
but not limited to the following:
o Annual Training or professional development for staff (Personality profiling, Advanced Excel Query)
o Develop training database to document staff development and report quarterly to Managers and
Directors
o Conduct Student Assistant training and further their development
o Work with Deans on interpreting Financial data with Query and consider opening up to F&A Directors
o STATUS: Completed a variety of training but On-going, so Carried Forward
Review records by area, cataloging, consolidation and destructing as necessary in accordance with state
regulations.
o STATUS: Carried Forward
Convert Credit Union Deductions to Direct Deposit.
o STATUS: Completed

O O O O



2005-2006

Update Departmental Hardware as needed for System Software.

o STATUS: Completed
Review new Business procedures manual and re-develop Financial Services policies, procedures and forms in a
format that will eventually conform to a web-based application.

o STATUS: Carried Forward

Continue review, organization and destruction (when necessary) of Financial Services records.
o STATUS: Suspended temporarily until warehouse purchase and plans enacted.
Continue customer service training and employee development for Financial Services staff. Team Building;
Personality profiling; Creative solutions; Advanced Excel, Query, nVision
o STATUS: Carried Forward
Work with Deans on interpreting PeopleSoft Financial data. Consider access for other areas.
o STATUS: Carried Forward until IT data warehouse issues resolved.
Communicate with Deans on ideas for budgets and efficiency.
o STATUS: We met with each Dean individually in Fall 2005 and plan to do so again in Fall 2006. Carried
Forward
Continue implementation of Athletics Financial Management proposal.
o STATUS: Completed
Explore moving all Departmental workshops under Continuing Education Fund.
o STATUS: Suspended May revisit this idea someday - if carryover fund is not re-approved. (Currently
sunsets in 2008.)
Continue to explore and develop Online budget reporting functionality with IT (Datawarehouse).
o STATUS: Carried Forward Waiting on information from VSU IT. No information since Fall 2005.
Continue marketing of Direct Deposit or Cash Pay for Employees.

o STATUS: to date have resulted in a 9% participation increase, but we will continue to work to increase

this rate. Carried Forward
Develop FAQ's for Accounts Payable Website.

o STATUS: Rolled into Procedures goal.

Initiate monthly meetings with HR&ED regarding calendar items and other issues, including a review of student
employment policies and procedures, reviving the payroll users group, considering an alternative to payroll
short term loans, and considering web time entry or Kronos Campus wide.

o STATUS: Have held these joint meetings regularly. Results have been numerous operational procedure
efficiencies and a greater level of consistent communication between departments that result in positive
changes for the campus. Carried Forward

Continue implementation of positive pay fraud protection for payroll bank account.
o STATUS: Completed
Develop and document routine review of Indirect Fund, including budgeting carryovers.
o STATUS: Significant advances were made this year in this area, but more changes will be evident in the
coming year. Carried Forward
Continued development and communication of External and Internal Budget processing calendars.
o STATUS: Completed
Review merit delivery process with HR&ED, considering web-based opportunities.

o CURRENT POSITION:

o STATUS: All worksheets were delivered via excel spreadsheet in email forms - this allowed for less
turnaround time. Carried Forward

Explore data analysis and processes, including but not limited to the following:

o PMF's - revised PMF process and announced to campus

o Management ratios and reports, STATUS: Carried Forward

o linking semester enrollment analysis to Financials each semester - forwarded our management reports
to other schools and OIIT (achieved some programming during nVision class)

o initiating a regular review of revenues - revenue review at mid-year



o developing department head training, STATUS: Carried Forward

o preparing a model change request for Budget progress report (no org budget) - prepared and submitted
model change review for OIIT

o consider policy on budgeting salaries at mid range as well as lapsing salaries - delivered several
recommendations and reports to BAC on lapsed salaries

e Explore the development of benchmarks or norm-based references by contributing to the Enrollment
Management Analysis and conducting a Review of Prior Year Budget to Actuals.

o STATUS: During the current year, we did complete a review of prior year budget to actuals and delivered
same to the BAC. We also strongly encouraged more activity in enrollment management statistical
analysis to forecast enrollment more accurately. Carried Forward

e Review Plant budget organization and consider alternatives, including a review and documentation of Plant
Suspense.

o STATUS: MGT looked into this area, so some review was completed this year, but there have been so
many other changes in Plant that this initiative was moved to the back burner. Example of work done:
Recommended budget strategy to Plant Admin, received information from Ga Power to work on
estimating separate metering possibilities and budget impacts. Carried Forward

e Create a budget upload checklist for Fy2007 Original Budget.
o STATUS: Completed
e Implement Touchnet for Credit Card processing.
o STATUS: Completed
e Review and begin preparations for Banner 7.0 upgrade.
o STATUS: Carried Forward —no deliverables to date
e Implement Online Direct Deposit sign-up with OIIT and promote this option, including creation of web page
information.

o STATUS: Carried Forward. IT has had several issues in testing. Solutions are being examined before

submitting to Athens for resolution.
e Consider implementation of mass email communication for invoices, holds, etc.

o STATUS: Reviewed draft policy from Joe Newton Spring 2006. Requested University Council to consider

this implementation 5-31-06. Carried Forward
e Implement new accounting and procedures for short term loans.

o STATUS: Currently under review - original thought would require significant redesign. Re-

implementation consideration will be considered in Fall 2006. Carried Forward
e Consider model change requests for 87 ID to SSN and alias for web page emails.
o STATUS: Completed

___Traycee Martin 10-12-08____
Unit Director Date VP for Unit Date

Adapted from: University of Alabama SACS site (http://sacs.ua.edu/degreelnfo2.cfm?college=2&dept=50);

University of Western Kentucky SACS Accreditation Review Process (http://www.wku.edu/sacs/assessmentmanual.htm) ; and

Mrs. Marila D. Palmer, VP-Executive Affairs & Planning, LeTourneau University, Presentation to 2008 SACS-COC Institute;


http://sacs.ua.edu/degreeInfo2.cfm?college=2&dept=50
http://www.wku.edu/sacs/assessmentmanual.htm

Financial Services Metrics

FY2008
Transaction volume

Payroll # of Extra Comps processed

Payroll # of Timesheets processed
Payroll # of Kronos processed

Payroll # of payroll checks
Payroll # of Direct Deposits

Payroll # of Handwritten checks (off-cycle) processed
Payroll # of payline changes

Payroll # work study

Payroll Student Applications Keyed in Psoft

Payroll Grad Asst applications Keyed in Psoft
Transaction volume

Budgets of PS BAd6s processed
Budgets of NPS BAO®&ds processed
Budgets of Grant BAO&6s process

Budgets of Revenue BAOGs proce
Transaction volume

AP/Banking # of payments - Margie - Check
AP/Banking # of payments - Margie - EFT

AP/Banking # of payments - Pam - Check

AP/Banking # of payments - Pam - EFT

Transaction volume

Transaction volume
Cashiers # of student Check payments
Cashiers # of Web CCard payments

Cashiers # of phone in CCard pymnts
Cashiers # of Web CHECK payments




225 131

156 1

61 -

7 578

22 2

82 256

10 50

1 -

Transaction volume Jul-08 Aug-08
Student Admin # of Student Direct Deposit Set-ups/cancels 364 249
GL/AM Accountant # of international tax status reviews 1 22
GL/AM Accountant # of international tax meetings 17
GL/AM Accountant Employee Receivable letters 0 10
Banking # of Stop payments 12 14
UC KIOSK usage Logins 90 172
UC KIOSK usage AVG time logged in 4:29 4:36

UC KIOSK usage Total time logged in 6:43:34  13:12:58

UC KIOSK usage Utilization based on Building access hours 2.40% 4.72%
BUR KIOSK usage Logins 39 128
BUR KIOSK usage AVG time logged in 6:07 6:12

BUR KIOSK usage Total time logged in
BUR KIOSK usage Utilization based on Building access hours

3:59:04 13:14:15
1.42% 4.73%



