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Penny D Cox

Disruption ... Response ... Dedication ... Resilience

| began serving as Acting Treasurer on January 6th. Since that time, | have
witnessed amazing teamwork, partnership, collaboration, and resilience
from the UFS staff members.

Over the past few months, the COVID-19 pandemic has been the biggest
disruptor that | have seen in my entire career. The highest priority of the
University is the health, safety and well-being of everyone within the
University community. We all understand that the pandemic requires us
all to be constantly adapting to change. Getting the economy back up and
running is not going to be an easy task.

In response to the evolving COVID-19 situation, the University decided to
move all instruction from face-to-face learning to online or other
alternative learning formats. And, most employees began remote working
experience. Throughout the transition to a WFH (work from home)
location, the continuity of operations has been our focus.

To aid in student and faculty transition to online instruction, the University
launched Teach Anywhere and Learn Anywhere online tools and a Work

Anywhere site with resources to establish and enhance employees’
remote work environment.

| am proud of the way our team is supporting the campus community in
the midst of the unprecedented challenges and uncertainty caused by the
COVID-19 pandemic. They have responded with both dedication and
resilience. Their work is crucial because our campus community depends
on us.


https://teachanywhere.uky.edu/
https://learnanywhere.uky.edu/
https://workanywhere.uky.edu/
https://workanywhere.uky.edu/
mailto:penny.cox@uky.edu
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Aeting “Treasuner s Message, continued
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| also want to provide public recognition for two of our staff members that are no longer with the
University. First is to recognize our Treasurer, Susan Krauss. She retired from the University on April 2nd
after nearly 20 years of service to UK. Second is to recognize our Controller, Mary Fister-Tucker. Mary
accepted an offer to become the Vice President of Fiscal Services at Morehead State University. Her last
day with UK is April 15, 2020. Unfortunately, due to the requirement for “social distancing”, we were not
able to find a time to say farewell and to recognize their accomplishments. We want to celebrate them
once we are back to normal operations.

In the words of Governor Beshear, “We will get through this together!”

COVID-19 Expense Tracking

In order for the University to appropriately track purchase expenditures related to the COVID-19 response
activity, please use the following guidelines, if applicable for COVID-19, for processing purchase
transactions:

1. For purchases made via University Procurement Card, when editing the transaction on the Enterprise
Services tab, complete the Assignment field with the reference COVID-19. Please note, COVID-19 will need
to be entered on each line if the transaction is being edited to multiple cost assignments.

Selected Line Item - Tran ID: 0005710775 [ Vendor: IKEA WEST CHESTER | Card Nbr: P5306981 I
GL GL Description DIC [Amount [Assignment Cost Center Order Number [wes! Fund [Earmarked Doc Item

540348 Procard Purchases C 2270.36 1012013930 0011002000 Delete

| | covip-1g | | L Dekets
+Add Grid Line | |1 | Nbr of Lines - max 15 at a time.

2. For Payment Request Documents, after the PRD Overview tab has been completed, click on the Item tab
and complete the Assignment Number field with reference COVID-19 on the Account Assignment tab.
Please note, COVID-19 will need to be entered into the Assignment Number field for each accounting line
item on the PRD.

Details for 12" Athietics = [x]

temDsta _ Account Assignment
CostDistribution [Fercencage |+ ‘AgdLine Fesie | [Dupicate St =T Fiter  setings
Account Assignment Descript ‘Assignment Number General Ledger Account. General Ledger Description Business Area

Number  Accounting Line Number Percentage Account Assignment Category Assign Number Unfunded Accounting Line.

0001 100.00 Fund ~ 0211305000 ATHLETICS CA covID-13 162000 Other Clearings 0500 (m]

3. For SRM Shopping Carts/SAP Requisitions:

a. SRM Shopping Carts — Complete the Assignment Number cell on the Account Assignment tab
with the reference COVID-19. This is in the bottom Details section of the Shopping Cart. If this cell is not
visible, utilize the Settings button to the right to bring it into view. Please note that the Assignment
Number cell differs from the Assign Number cell as the former will accept a text entry. It needs entered for

each line item.
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b. For SAP Requisitions (healthcare or Facilities), place an entry on the Header Note field in the
top indicating the purchase is needed for COVID-19 response.

Where to place “COVID-19” on SRM Shopping Carts; Shoppers may need to modify Settings to make this
field

Details for item 1 Post-it(R) Notes, 1-1/2 x 2, Canary Yell [x]
tem Data Account Assi | Notesand Delivery Address/Performance Location | Sources of Supply / Service. Agents Approval Process Overvies \

s
Spit Distribution | [ Change All tems Fiter

umber  Accounting Line Number ercentage unt Assignment Category  Assign Number Account Assignment Description | Assignment Humber General Ledger Description  Business Area Unfunded Accounting Line
0001 100.00 Cost Center - CHIEF PROCUREMENT OVID-13 Office Supplies. 0101 =

Clipboard [x]
e —

Where to place COVID-19 on SAP Requisition header note:

Document Overview On D Q? q‘_:"f |:')'13 Personal Setfing

[NB Purchase requisitio..~ || Source Determination ||§gf|

El_ + Texts | Release strategy

| A... Items Needed for COVID-19% Response
. Header note o
4 » |1 Continuoust.. = |ﬂ'| Text adopted from Purch. Requisition (Header note )

o ). Business Officer’s Toolkit

Quick Facts and Tips to Help You Do Your Job

Introducing the All-New Electronic JV Workflow and Business Edits

Exciting things are happening with the JV process! In our effort to help with processing of
interdepartmental transactions, UFS and ITS are thrilled to announce the rollout of the electronic JV
workflow combined with business edits.

A few of the benefits include:

® Paperless system

Use the JV workflow to route all documents

Easy tracking of JV status

Business edits will process in real time to allow for corrections before submitting the JV
No more timing issues due to obtaining signatures or papers being misplaced

All documentation will be stored in ECM for easy access
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What does this mean?

JV Workflow allows the creator of SA or Z4 document types to follow the progress of a JV in SAP through
departmental approvals and then see it arrive at the Central Offices for final approval and posting. Paper
copies of JVs will no longer need to be delivered to the Central Offices since the JV will have the necessary
approvals and documentation stored in SAP.

The JV business edits assist users with the processing of JV documents by providing messages in SAP
concerning common JV errors. Warning messages are reminders regarding backup documentation or
other requirements for the JV to be approved and posted. Hard stop errors prevent the document from
being saved as complete. This will occur due to formatting errors, invalid entries, or other circumstances
that make the entry unallowable. This will provide users the information up front as to any issues that may
not allow the JV to be posted in SAP. This will eliminate the JVs being returned to the department for
corrections, which causes delays in posting.

Training materials, quick reference cards and other information is available at the following website:
https://www.uky.edu/ufs/online-jv-process

Documents available at this website:

JV Workflow Hand in Hand We Learn Training — Online training session

JV Workflow Presentation — Slides from the online training session

QRC JV Workflow — Step by step instructions on how to use JV workflow

QRC Business Edits for WBS — Instructions concerning business edits for grants, WBS elements that start
with 3*

Workflow Graphic — Flowchart illustrating how a JV routes through JV Workflow

SA Crosswalk — Lists and explains error and warning messages that could appear for SA documents

Z4 Crosswalk — Lists and explains error and warning messages that could appear for Z4 documents

Cost Transfer Policy - To describe the proper use of and documentation required with JVs

Cost Share Policy for sponsored projects — Instructions for cost share grants, WBS elements that start with
3*

How to create a delegate in Enterprise Services for planned or unexpected absences — Delegation is
especially important for departmental approvers in JV Workflow during absences

Important tips for JV Workflow

Save as complete is now mandatory. SA and Z4 JV documents can be parked while in a draft status, but in
order to start the JV Workflow for a JV, it must have been saved as complete. Business edits will not be
activated when parking a JV, only when saving as complete. Only SA and Z4 JVs that have been saved as
complete will be approved for final posting.

e SA —non-payroll documents, JVs begin with 10*
e 74 —payroll documents 51* and 52* GLs, JVs begin with 87*


https://www.uky.edu/ufs/online-jv-process
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To attach back up to the JV, use only “Create Attachment in Open Text”. If “Create Attachment” is chosen
instead, the documents will only be attached temporarily and will not be permanently saved in SAP.
Central Offices will not give final approval for posting until the documents are permanently attached.

Documents can be attached to a JV at any stage of the JV Workflow process without needing to be
restarted:

DOnew @ |se @2 |0 | 2| @) &) &[F
Create Attachment
Create note Created On
Create external document (URL)
Create Attachment in OpenText

The JV creator is responsible for tracking a JV until it is posted to monitor the JV Workflow. Most JV
Workflow stops are caused by rejections by departmental approvers or Central Offices. Emails are sent to
the JV creator in these cases, but it is also advised to check JVs that remain in the FV50 Tree until they are

posted. The JV creator can use FV50 or Business Workplace Outbox/Started workflows to monitor the JV
Workflow:
Business Workplace of t-fi0016 FI

ﬁNew message {H}Find folder ﬂﬁFind ‘document Appmntment calendar EQD\stribumn ists

™, Workplace: 0016 F1 322 s == ==Y = s il 1)
+ &2 Inbox c
&5 Outhox Started workflows (Since 01/18/2020)
N ':' Documents Wor, Work item type Title Status  Creation Date  Creation T
* I Started workfiows @ (s IV Workflow for UK00-107944479-2020 @ 02/17/2020  13:50:09
* D) Work items executed by me %7 (Sub)workflow IV Workflow for UK00-8700010989-2020 @ 02/14/2020 16:38:13
* Dl Forwarded work ems %E° (Sub)workflow IV Workflow for UK00-8700010988-2020 %) 02/14/2020 15:26:22
+ &2 Resubmission “8° (Sub)workflow IV Workflow for UK00-8700010982-2020 () 02/14/2020 13:57:38
v &2 Private folders %87 (Sub)workflow IV Workflow for UKD0-8700010982-2020 02/14/2020 13:50:12
4 tPJ Shared folders AL 41p
=1 e
L Subscribed Folders 3020)
* 10r Trash -
FIPP Display
UK0D . -51- - :52: _fi
107944479 . Completed 02/17/2020 - 13:51:3702/17/2020 13:52:15t-fi0019 FI
2020
Departmental

Approval for Jv el e .
UK00 107944479 Completed Approved 02/17/2020 - 13:52:1502/17/2020 - 13:52:18 t-fi0019 FT

(2020)

JV: WELte entryoompleted 02/17/2020 - 13:52:1802/17/2020 - 13:52:18 Batch User
to status log Satchy LSer
JV: Write entry _ EDe _ _cn-
e Tos ! campleted 02/17/2020 - 13:52:1902/17/2020 - 13:52:19 Batch User
Assign AFRS

Approval Group _ ) . .
for UKOD Ready 02/17/2020 13:=52:19 Information. ..

107944479 2020

Anyone, including the JV creator, can monitor JV Workflow by querying a JV using FB03, then choosing
Workflow/Workflow overview:

w1 .| Display Parked Document: Overview

Create... 3

‘,ai = Document header
Attachment kst
Docu  Brivate MNate [ype SA Compas
Posta Sand » ll:nod 2 Currenc
Dol melationships ills-:al Year 2020]  Transk
Refet Workflow ] Workfiow overview rm'g
A

HoE My Objects 3 Archoved workfiows

e Help for ohject services Start Workfiow |

it {_l:'l;i-.'n

Departmental approval of JVs is highly recommended to be done in SAP GUI using Business Workplace:



UFS Advisor Page 6

SAP Easy Access

For departmental approvers that do not have access to SAP GUI, approvals can be done using the
Enterprise Services tab under Workflow:

Financial Aid View of Student Enterprise Services

Student Administration

Student Services

Launch Pad

Financials | Materials Management | Workflow | Customer Service Center | PaymentWorks

Workflow Items

[41¢] 1
Detailed Navigation =
. Wo E Tasks (2) Alerts Notifications SAPoffice Mails Tracking
* eCats Report Show: |New and In Progress Tasks (2) | =|[Al [~
= Travel Document Workflow Tracking
= OSPAelAF Form Subject I From Sent Date =
* Financial Disclosure FIPP Display UK0O0 . 107944631 . 2020 FI,t-fi0016  Mar 31, 2020
= Faculty Overload Form .
FIPP Display UKO0 . 107944654 . 2020 FI, t-fid016 Mar 30, 2020

New W-4 Form

The Internal Revenue Service (IRS) issued a redesigned Form W-4 for 2020. The new W-4 supports tax
changes addressed in the Tax Cuts and Jobs Act passed in December 2017.

The new form no longer uses withholding allowances to account for adjustments to an employee’s federal
income tax but does include options that allow an employee to enter amounts to account for additional
income, deductions and tax credits. These entries are used to calculate income tax withholding. The 2020
Form W-4 is a complete layout change broken into five sections.

1. Personal Information

2. Multiple Jobs or Spouse Works
3. Claim Dependents

4. Other Adjustments

5. Sign Here

Steps 1 and 5 are required. Completing only Steps 1 and 5 will result in withholding based on the
employee's filing status standard deduction, wage amount, pay period and tax tables, with no other
adjustments.

Steps 2 through 4 are optional and should be completed only if they apply. Using either the IRS’s Tax
Withholding Calculator or the Multiple Jobs Worksheet (attached to Form W-4) will assist you in
completing these steps. You will need to have your and/or your spouse’s most recent pay statements
available.



https://www.irs.gov/pub/irs-pdf/fw4.pdf
https://www.irs.gov/payments/tax-withholding
https://www.irs.gov/payments/tax-withholding
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International employees and students identified by the IRS as being in a Non-Resident Alien status must
use the following steps when completing a new W-4:

e Step 1 complete as “Single” status
e Write the initials NRA in the space below Step 4(c)
e Step 5 sign and date the form

With the redesigned 2020 Form W-4, the IRS also created withholding tables that will work with either a
prior year W-4 or the 2020 form. The IRS is not requiring employees to complete a new form, however all
newly hired employees or employees who want to make a change to their withholding are required to
complete a new form.

IRS Resources

2020 W-4
2020 W-4 Frequently Asked Questions

Tax Withholding Estimator

Publication 15-T

Notice 1392 — Non-Resident Alien

Focus on Business Procedures

Travel Directives per President Capilouto: All University-sponsored or endorsed
international travel is suspended indefinitely. All University-sponsored or endorsed
domestic travel is strongly discouraged.

We have implemented several TEMPORARY policy changes in response to COVID-19.
e Temporary Policy Changes to E-5-1 — Reimbursement of Travel Expenses

o Employees booking travel on behalf of the University will be allowed to
purchase refundable tickets, trip insurance, or other similar expenses
because of the uncertainty of the impact of COVID-19 internationally and
in the United States.

o Under current policy, a cancelled UK business travel ticket is not
reimbursed until the ticket credit is exchanged for future UK business
travel and that trip is completed. We have implemented a temporary
change to reimburse travelers early for cancelled airline tickets
purchased with a personal credit card, which is not being refunded by
the airlines. For procedures on reimbursement please visit the Travel
Services webpage.



https://www.irs.gov/pub/irs-pdf/fw4.pdf
https://www.irs.gov/newsroom/faqs-on-the-2020-form-w-4
https://www.irs.gov/individuals/tax-withholding-estimator
https://www.irs.gov/pub/irs-pdf/p15t.pdf
https://www.irs.gov/pub/irs-pdf/n1392.pdf
https://www.uky.edu/ufs/travel-serviceshttps:/www.uky.edu/ufs/travel-services
https://www.uky.edu/ufs/travel-serviceshttps:/www.uky.edu/ufs/travel-services
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o For official UK business travel, all airline tickets must be purchased through UK Travel
Services’ vendors AAA Corporate Travel at 323-5354, Avant Travel at 233-0000, or the
Concur online booking tool. Benefits include risk management tracking system that keeps
travelers on UK’s radar for alerts and emergencies, negotiated airline discounts, 24/7
support and assistance when travelers are en route, prompt updates of schedule changes
and other information necessary for a successful trip.

e Temporary Policy Changes to E-2-1 — Treasury Operations Manual

o Under current policy, departments must make deposits when cash receipts are equal to, or
greater than, $500. A temporary exception will be made to allow departments to carry over
cash receipts until their cash total on hand is equal to, or greater than, $2,500.

Credit Reviews and Bond Sale

During this past quarter, University Financial Services has been preparing for the issuance of approximately
$62 million in general receipts bonds to finance a portion of the $125 million Renew/Modernize Facilities
Capital Project. This project is a multi-phase effort to renew and modernize buildings that make up the core
of central campus. By rehabilitating, restoring, and modernizing these facilities, the university can better
preserve its heritage, conserve energy, create an environment for more efficient and effective teaching,
and attract productive researchers. This phase of the modernization initiative will continue work on the
Chemistry-Physics Building, modernize Frazee Hall, renovate the 18th floor of the Patterson Office Tower,
and the first phase of renovation to the White Hall Classroom Building. Also included is the design of the
Reynolds Warehouse #1, schematic design for Scovell Hall, and a study of the Quad.

In December 2019, we worked with the university’s two rating agencies, Moody’s Investor’s Service and
Standard & Poor’s, to undergo a credit review process. We are pleased to report that the bonds were
assigned ratings of Aa2/stable and AA/stable, respectively, and both agencies reaffirmed the university’s
existing ratings. This news is extremely positive, given the challenges facing many of our peers, the broader
higher education industry, and the Commonwealth of Kentucky.

On January 22, 2020, the university sold the bonds competitively. Eleven underwriters submitted bids for
the Series A tax-exempt bonds and 20 submitted bids for the Series B taxable bonds. The bids for the sale
came in lower than expected — 1.96% on the short-term taxable bonds and 2.35% on the long-term tax-
exempt bonds, for a combined all-in interest cost of 2.32%. Completion of the bond sale provides critical
funding, enabling the university to continue making progress on the infrastructure needs across campus.

Thank you to all staff members across the University that partnered with UFS in completion of the credit
reviews and bond sale.

To review the credit opinions and official statement for the bond sale, please visit the UFS website at the
following link: https://www.uky.edu/ufs/financial-statements-and-investor-information.



https://www.uky.edu/ufs/financial-statements-and-investor-information
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Training Opportunities

We are seeking your
input on future topics for
the Hand in Hand
sessions. Just click on
the feedback link to
submit your suggested
presentations or
questions to be
addressed. Or you may
email Lexi Bugay your
ideas.

Training Class Date

Cash Handling
Operations

Travel Services

Concur Online Booking
Tool

Cash Handling
Operations

Concur Online Booking
Tool

Advanced Concur Online
Booking Tool

Cash Handling
Operations

Travel Services

Travel Services

Concur Online Booking
Tool

Travel Services

Concur Online Booking
Tool

4/16/2020

4/23/2020

4/30/2020

5/18/2020

6/11/2020

6/11/2020

6/16/2020

6/18/2020

8/20/2020

8/27/2020

10/22/2020

10/29/2020

9:00am-
11:30am

10:30am-
12:00pm
10:30am-
12:00pm
1:30pm-
4:00pm
8:30am-
10:00am

10:30am-
12:00pm

9:00am-
11:30am

10:30am-
12:00pm

10:30am-
12:00pm

10:30am-
12:00pm

10:30am-
12:00pm

10:30am-
12:00pm

Peterson Service
Building Room 307

Peterson Service
Building Room 307

Peterson Service
Building Room 307

Peterson Service
Building Room 307

Peterson Service
Building Room 307

Peterson Service
Building Room 307

Peterson Service
Building Room 307

Peterson Service
Building Room 307

Peterson Service
Building Room 307

Peterson Service
Building Room 307

Peterson Service
Building Room 307

307 Peterson Service
Building

*Due to COVID-19 these trainings may have to be rescheduled.

For more information or to register for these courses visit your
myUK Employee Self Service Training page.


http://www.uky.edu/ufs/feedback
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