SAINT LOUIS UNIVERSITY.

Business & Finance Division

What’s New . ..

November 2022

Business Managers’ Meetings

The next Business Managers’ Meeting is scheduled for Thursday, March 9, 2023, at 9:00 a.m. in Busch Student
Center, 251A, located at 20 N, Grand Blvd, St. Louis, MO 63103.

If you would like to present at a future Business Manager Meeting or have suggestions for helpful content,
contact Jessica Winet-Fleer. We would love to hear about best practices in your area as others could benefit as
well.

Controller’s Office

Welcome to Business & Finance

Sponsored Programs Accounting

We are excited to announce that the Sponsored Programs Accounting (SPA) Group has joined SLU’s Business
and Finance Division. SPA oversees financial and accounting matters for faculty who have been awarded
grants and contracts. SPA provides this support for externally sponsored federal and private awards. Pleasc
Jjoin us in welcoming the SPA Group, led by Lisa Wagner, into Business and Finance,

Tracy Norbury

As part of the process to streamline accounting functions subsequent to the sale of SLUCare, Tracy Norbury has
Jjoined Business and Finance from the School of Medicine (SOM) finance team where Tracy was a SOM
business manager. Tracy will lead our build out of the Customer Accounts module within Workday for the
University. Please join us in welcoming Tracy Norbury into Business and Finance,

Financial Planning & Budget

The FY24 New Spend, Contractual Increases, and Previously Approved Programs excel spreadsheets are due to
Financial Planning and Budget office by November 30th. The Capital Project Requests are due by December
31st.

Business Services

Deliver-to Error in Workday

It has been brought to our attention that some Workday Finance users are receiving the error below in the
deliver-to field when creating a purchase requisition in Workday:
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To correct this, you should update your employee workspace in FM:Systems so that your default deliver-to field
in Workday reflects your room/suite number in your office building.

Please go to mySLU Tools, click on the "Facilities Service Request"” icon. Once in the FM application, please
hover your mouse over the "Space Management" bubble and select "Location Update for Faculty/Staff.” Once
the “Location Update for Faculty/Staff” view is opened, please reference the attached “Employee Location
Update Guide™ on how to update your location.

Note: Once your location is updated in FM:Systems, the new workspace location will be uploaded into
Workday overnight.

If you encounter any problems updating your location, please email facilitiesdatamanagement@slu.edu.

Staples — “SLU Preferred Technology Products” New Price List Now in Staples Punchout

Business Services has partnered with Staples to create a Technology Solutions standards page. It is located in
the Staples catalog. Dell will continue to be the exclusive provider of laptops and computers. For
miscellaneous technology purchases, including headsets, please use the attached document titled “Saint Louis
University Technology Program Launch” to navigate to the Staples Technology Solutions page in Billiken Buy.
If you have any questions on this topic, please reach out to Andrew Chism at andrew.chism@slu.edu.

Agiloft Upgrade in November

Agiloft is undergoing mandatory updates to navigation menus and the system’s look and feel is changing when
the upgrades take place on November 12th. Please reference the attached Agiloft handout titled “Agiloft
Upgrade in November™ for the changes users can expect.

While we do not anticipate any issues, if you experience any, please contact the following:

. University Contracting — agiloftsupport@slu.edu

. Research Contracting — contracts@slu.edu

Central Processing

SOM Commitment Office Joins CPC

The SOM Medical Center Finance (SOM MCFinance} commitment office responsibilities will merge with
Business & Finance Commitment Office effective November 4th, This change will impact the School of
Medicine and CADE departments. Specifically, the transition will include purchasing, reimbursement, and
invoice approvals. Along with streamlining approvals, it will promote simplification and empower department
accountability.



Training will be held during November to review the University and SOM policies.

SOM Infrastructure Status

The SOM research and education infrastructure for post SLUCare integration departments is in process of roll-
out. Clinical Research Units (CRU) were formed and then assigned an academic and research business
manager and a grant administrator. The business managers will manage SOM funds (e.g., initiating, and
approving transactions, SOM contracts and forecasting) and grant funds. Unit business managers will report to
Stephen Schmidt, the Director of Academic and Research Administration. The grant administrator(s) will
manage federal, state, foundation, and industry-sponsored awards. Grant administrators report to the business
managers and will work closely with the SOM Research Office.

Please welcome the SOM ARA Unit Business Managers and Director

SOM Academic & Research Administrative (ARA) Unit: Unit Business Manager:
Halsted: FCM, Surgery, Neuro, Psych Riley Coyle (Nov 16)
Surgical Specialty Group (SSG): Oto, Ortho, Anesth, Ophthal, Derm Jordan Dean (Dec 12)
POROS: Pediatrics, OBGYN Research Operations Syndicate Senida Kuljancic Olyer (Nov 1)
Medicine, Cancer, Radiology, Rad Once, Pathology (MCRRP) Myron Minner (current - pilot)
Infectious Disease and Vaccine Tammy Grant (current)
Director of Academic and Research Administration Stephen Schmidt (current — pilot)

Business Managers

Workday Costing Allocations

o The below link replays the Workday Costing Allocations training which outlines the importance of
properly setting up costing allocations and how to properly set-up costing allocations:
o Business Manager Training: Workday Costing Allocations

e All employees working on grants must have appropriate start/end dates on cost allocations effective
11/1/22 (for monthly) or 11/13/22 (for biweekly).

¢ The deadline to have start/end date costing allocations entered in Workday is November 18%. We will
audit costing allocations to make sure these updates are completed. Please inform Shelly LeMatty if you
cannot make this deadline.

Fund Management and Scholarship Awarding Updates:

Endowment Income:

First quarter income for endowed funds will always post to Workday in September due to the annual University
audit. Please note, income is deposited quarterly in Workday. Additional endowment income will post in
October, January, and April. To estimate the annual amount available to spend or award, multiply the first
quarter of income by four.

In conjunction with Development and Business & Finance, the attached named fund document and policies
were created for use internally. The intent of this document is to outline the types of named funds available to
donors to the University and also explain the process for how and when these funds, especially endowed funds,
are available to spend. Please review this document, so you are able to answer questions for faculty and
administrators in your respective departments.



Pulling Fund Balance and Revenue Info: As a reminder, Business Managers are able to run and schedule the
CR - FIN - Fund Balance report in Workday for their Fund 21 Designated Endowment Income and Fund 24
Designated Unrestricted Workday Gifts. Please send an email to wdfinance@slu.edu if you have questions
when running the report.

Scholarship Awarding: This is a friendly reminder that many academic units manage awarding of scholarships
housed within their cost center. Business managers are encouraged to assist those units with information related
to how much is available to award using the CR FIN — Fund Balance report mentioned above.

The University currently uses Scholarship Suite as a tool to assist in awarding scholarships. Fund
administrators are encouraged to utilize this platform.

Questions:

If you have any questions related to this information, please contact the following individuals, depending on the
question:

— Student Financial Services/Scholarship Awarding: Julie Martin (Julie.Martin@slu.edu)

— Business & Finance/WorkDay reporting/Fund Management: Karen Wamhoff (Karen. Wamhoff@slu.edu)

~ Development/Donor Gifts/Scholarship Criteria for Awarding: Allaina Blackwell
(Allaina.Blackwell@slu.edu) or Jessica Pressler {Jessica.Pressler@slu.edu)

Women’s Commission
Eat Chipotle, help Saint Louis University Women's Commission
Calling all burrito lovers!

Foil your dinner plans and stop by the Chipotle at 212 S Grand Blvd in Saint Louis for our fundraiser on
Wednesday, November 16 from 4:00pm - 8:00pm. We are raising money to support Saint Louis University
Women's Commission, so just download a flyer from the link below or mention the fundraiser at checkout and
they'll donate 33% of the proceeds to the Saint Louis University Women’s Commission.

Click here for more details.

https://socialportal.chipotle.com/fundraiser/social/public/portal/vk6vPZWbh4MANar1 KcWkWsnDn4s8
NM01q8PAH6d4pwPOTnUP1UXJSNY82C1 KHF940Nx74uk22fRee7ZmvdGIxW7M4Hjsa6JWigfDK4R
Tsgn28Lydxd2c4EeqSnpeKu5B/72022111616209?status=scheduled

Workday Financials

N

wor k d 0 y Questions or Issues with Workday Financials? Contact wdfinance@slu.edu

SLU

Welcome Jehoshaphat (Jeho) Amardey-Wellington to the Workday Finance team!

Jeho joined the Workday Finance team at the beginning of October. Jeho has several years of Workday
Experience in Higher education and will be an excellent resource and addition to our team. Please join us in
welcoming Jeho into Business and Finance.




Workday Accounting Structure Updates

¢ New Internal Service Providers
o Student Development Bonus Flex/Billiken Bucks
o Campus Ministry

e New Catalog Item added to existing Service Provider
o Molecular Microbiology and Immunology
¢ Microbiology NanoAssembler

e New Cost Centers
o D768 SURGE (included in E70 Vice President for Research)
o D770 Transformative Workforce Academy (included in S09-2 SPS Instructional)
o D775 Workday Financial Services (included in S45 Financial Management)
o D795 Sponsored Awards Accounting (included in S45 Financial Management)

¢ Change to Existing Cost Centers

o D340 Center for Sustainability
¢ moved from S02-2 Arts and Sciences Instructional to S08-2 School of Science and
Engineering Instructional
o D007-4 Urban Planning & Development
e changed name from SSW-Urban Planning & Development
e moved from S01-2 School of Social Work Instructional 1o S08-2 School of Science and
Engineering Instructional
o D759 Taylor Geospatial Institute

¢ changed name from Geospatial Institute
o D435 Employee Health

o moved from E40/S12 School of Medicine to E70 Vice President for Research

o Other
o See Crosswalk: Financial Reports in the Workday Job Aid & Video Library for a listing of
useful reports.

Office of Compliance & Ethics

The Saint Louis University Integrity Hotline is available as a confidential, toll-free
i \  resource for anyone with a concern regarding business, billing, and/or ethical practices in
S LU | his or her department. Anonymous or self-identified reports of any nature can be made to
the Integrity Hotline at 1-877-525-5669. Additional information and FAQs regarding the
Integrity Hotline can be found at the Office of University Compliance and Ethics
homepage. See attached link: https://www.slu.edu/compliance-ethics/hotline.php.

BEGINS with







Paga 1
Section 1: Updating employee location if “Building & Room" is blank

“*Please note_ This guide is based on the assumption of the user following the direct link to "3.20 Location Update for Faculty/Staff” from Lhe Faciliies Data
Managemenl page
Home » Facilities Sarvices » About » Departments » Facliities Data Managemaent, from the “University Personnel Location Updates” drop-
down menu, find and select "Confirm/lipdate Your Emploves Location™

Log-into FM Systems/FM:Interact - the page should open on “3.20 Location Update for Faculty/Stafl”. Confirm whether a Bullding and Room value Is ksted
in your employee racord.

f blank, proceed with the steps in Section 1. If a vaiue exists skip to Section 2, starting on page 4 of this document. (See Steps 1 and 2) f your lpcation is
in ons of the non-SLU owned proparties without a floor plan, skip to Secticn 3, starling on page 7 of this document.
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Once the page refreshes, locale and click the "Selact” butlon toward the bottom of the page_ [Step 3)
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A pop-up window will cpen, Use the drop-down menus 1o select your location. (Steps 4, 5 and 6)
Note: Localions will be filtered based on Siles > Buildings > Floors > Spaces order,

FM:Interact 2018.4.25

Sites | Selett One v| Bulldings SelectOne * Floors SelectOne | Spaces SelectOne »
Se

: Downtown St Lous |

| North Campus

| South Campus 4) Select from the "Sites” drop-down
| Remote Missoun | menu

| Remote Ilinois [

| Rels Biological Station

| Lay Field Station

| Madrnid Spain {

Updated 07/02/2020 Employee Lacation Updates: Step-by-Step Guide for FM Systems/FM Interact



Section 1: Updating employee location if “Building & Room™ I3 blank

Filinteract 2088.4.25

Page 2

Sttes | North Campus *| Bubangs [Select Qne (B

Setedt || Cancet 001 Sanl Francis Xavies Coflege Churth

006 Center If Gicoa Crizenship
008 Davis-Snaugnnessy Hall
009 Cupples House
010 Das Feres Hal
D11 Xavier Hatl
| 012 Marguenie Halt
1013 Puus Liorary
014 Clemens HaH
D15 Griesedieck Halt
| 016 Watsh Hal
| 017 Chver Hatt
018 Lecture Halls
1019 Macawane Hat
020 Shannon Hatl
| 021 Monsanto Hal

FM:Interact 2010.4.25

Sites | North Campus * | Buldings | 183 Wool Center
Spaces Seect One »
188 Select | Cancel G} Select from the “"Floors™

drop-down menu

#| Floors SeleciOne » Spaces SeleciOne +

5) Select from the "Buildings"
drop-down menu

*| Fioors [Seleci Cne .

0% Fursl Floor
| 02 Second Floar
| 03 Thing Floor

| 04 Fourth Fiaor

Once a ficor has been selected, the window will refresh displaying a floor plan. Find the room number for your location and ‘select’,

{Steps 7 and B}

Farimieract 2018435

Ses|Noan Campus ®  Bundngs | 189 Woaol Center
Spaces | Sekect One *]

WS Select | Cancel

8) After selecting a room, click the “Select”
button

Fioors 02 Seconda Floor *

7} Select from the "Spaces” drop-down
menu, using the floor plan as a guide

The page will refresh again with the selected location, toward the bottom of the page. Verify your location update and save changes. {Steps 9, 10 and 11)

*1 have venfied my room Seiect One
assignment(s) = :
Rooms
Select
Room#  Room Name  Floor Buuding Arga Vacate
210 Ofice Second Fleor Wool Cemter 822003 | Vacate

* Required Fielg

Save and Continue  Cancel «

Updaled. 07/02/2020

: ‘ 10) Click the ‘verity' drop-down
menu, and select "YES" to confirm

the selected location

« 9) Updated location will

display

11) Click the “Save and Continue" button to save
changes

Employee Location Updates: Step-by-Slep Guide for FM Systems/FM interact



Section 1: Updating employee location If “Sullding & Room” is blank Page 3

A new window will open on the "My Primary Location™ tab. Follow the instructions on the page. Save changas. (Steps 12 and 13)
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13) Chick the “Save Changes™ bulton 1o
Rngize and save updaies

A Chogn Coreal

The window will close and the page will refresh back to the original *3.20 Location Updale for Facully/Statf” view. The page should have the lollowing
message: “Record saved successfully.” If this message displays, your updales have been completed and you can log-guticlose the browser windaw,
{Step 14)
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Paga 4

Section 2: Updating incorrect and/or existing employee "Building & Room" location

**Please note: This guide is based on the assumption of the user lollowing the direct link lo *3.20 Location Update far Faculty/Staf™ from the Facilities Data

Management page
Homa » Facilities Services » About » Departments » Facilities Data Management; from the "Lisversity Parsonngl Location Updates” drap-
down ment, find and selecl “Conflimm/Update Your Emaloyea Location™

Log-into FM Systems/FMinteract - the page should open on *3.20 Legation Update for Faculty/Staff™, Confirm whether a Bullding and Room vatue s listed

in your employee record,
I a valua exists andfor is ingomect, proceed with steps in Section 2. )f blank, retum to and follow the steps In Section 1, starting on page 1 of this documant.

(Sea Steps 1 and 2) )f your tion is In one of the non-SLU ownad arties without a Noor plan, skip lo Section 3, starting on page 7 of this document.
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Once the page refreshes. iocale and click the “Select™ bulton toward the bollom of the page fo add the corract lacation. {Step 3)
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A pop-up window will open. Use the drop-down menus to select your correct jocation, (Steps 4, 5 and §)
Note: Locations will be filtered based on Sites > Buildings > Fioors > Spaces order.

FM:intaract 2018.4.25

Sites| Select One 2 Buildings Select One *  Floors Select One »  Spaces Select One v
Se .

| Downtown Si. Louis

North Campus

South Campus 4) Select from the "Sites” drop-down
Remote hissour menu
|Ren'o1e liinols |

Rels Biakgical Station
Lay Field Station
|btadrig Spain

Updated: 07/02/2020 Employee Location Updatas: Step-by-Step Guide for FM Systems/FM:Interact



Sectlon 2; Updating incorrect and/or exlsting employee “Bullding & Room™ lecatlon Page 5

Fikunterac) 2018.4.35 o a

Sries Norn Campus *  Bukdings | Select One vl Floors SelectOne »  Spaces Select One »
Selec || Cancel 001 Sant Francis Xavies Collége Chusch
002 DuBoury Han
003 Verhasgen Hal
005 OrNell Han
005 Centar Tor Giobal Ciizensiup
008 Davis-SHaughnessy Hatl
009 Cuppies House
010 Des Peres Hat

| D11 Xavier Halt

| 012 Marguerte Hat 5) Select from the "Bulldings™

013 Plys Liorary drop-down menu
014 Clemens Hat P

| 013 Gresedecx Ha
| 016 watsn Has
017 Ofver Hat
018 Lecture Halls
019 Macenane Hal
020 Snannon Han
| 021 Monsanta Has -

FM:intesact 2010.4.25

Sues | North Campus v| Budings 183 Wool Center *| Fuars [Seiect One ]
Spaces SelectOne »

{01 Fst Floor
1% Setect || Cancel 6) Select from the "Floors™ 02 Second Floot
drop-down menu 03 Third Floor

03 Frountn E o,

Once a Roor has been selecled, the window will refresh displaying a floor ptan, Find the room number for your location and 'salect’,
{Steps 7 and §)

FHl:miednct 2018.4.25 -3 - |
Sites | North Campus * | Buscings | 133 Wool Center *| Fiocors | D2 Secona Fioo *

Spaces [Sewel One . I« 7) Select from the "Spaces” drop-down

MY Seect | Cancel menu, using the floor plan es a guide

B) After selecting a room, click the "Select”
button

The page will refresh again with the newly added location and any oldfincomrect locatian{s), toward the bottom of the page, Veriy your |ocation update, remove
oldincomect location(s), and save changes, {Steps 9, 10 and 11)

*| have venfies my room Select One -
assgnment(s}

10) Click the ‘verify' drop-down
menu, and select "YES" to confirm

Aooms the updates to your location
Select
8) "Vacate" Incorrect
Room# Room Namea Fioor Builting Area Vacate location, and accept pop-up
2C1  Conidor-Public Second Floor Wool Center 147808 | Vacate « message
210 Ofce Second Floor Wool Center 822003  Vacate « *Note: Nothing needs to be
Requred Field done with newly added

location
Save and Continue | Cancel « 11) Click the "Save and Continue” button to
save changes

Updated: 07/02/2020 Employee Location Updates: Step-by-Step Guide for FM Systems/FM Interact



Section 2: Updating incorrect andior existing employee “Building & Room” [ocation Page B

A new window will open on the "My Primary Location” tab, displaying the newly updated emplayes location. Follow the instructions on tha page.
Save changes. {Steps 12 and 13)
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13} Chicx the “Save Changes” bution lo
finalze and save updates

Lhe Chngts  Caer

The window will close and the page will refresh back 1o the original *3.20 Location Update for FacullyStall™ view, The page should have the following
message: "Record saved st fully.” if this m ge displays. your updatas have been completed and you can log-out/close the browser windaw,
Step 14)
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Page 7
Section 3: Updating employee location if located in property without a floor plan

**Pleass note. This guide is based on the assumption of the user following the direct link to "3.20 Location Update for Faculty/Staff" from the Facilities Data
Management page:
Homa » Facilities Services » Abaut » Dapartmaents » Faclilities Data Management; from the “University Personnel Location Updates® drop-
down menu. find and select “Confirm/Update Your Emplayee Location”

Log-into FM Systems/FM Inleract - the page should open on “3.20 Location Update for Faculty/Stalf®, Confirm whether a Building and Room valus is [isted
in your employes record.
Il your localion Is In ong of the non-SLiJ owned properigs without a floorplan. proceed wilh steps In Section 3. If blank, retum to and [cllow the steps in

Section 1, starling on page 1 of this document. (See Steps 1 and 2} |f a value axists andior you need to remove an incorrect localion retumn 1o and loliow
the steps In Section 2, starling on page 4 of lhis documenl,

A e - Wv——— - — :
S O TR B e U N I 3 s TR Koo il R R D i)
tsC0 e oo gl w0 v A@O 3

| B | ICURD D B STE R B B rsnipmnn [ Pavateer i WOD Fpeecs L W e OO e Lol 1T Akl F Ty bmp (b T .um—

BAME MRt S Vet gttt Duietesi i

18 Lotsnon Upasss i Prsulyr ot $0ea 9wy Bhow 4 = F o
Erpane & e Favi ey Bk 4 Room
L ot Annr

2) 1t ne Aylidihg and/oe Hoom values ere
Eated. click the "Edi™ button

1) Confimn whather a Buliing
and Room h Ssted

maiGid) Pae 1 o) Oo Papu I3 - - ildle =

Faan R o

Qnce the page refreshes, locale and click the *Select” button teward the bottom of the page, (Step 3}
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[a— « 3) Click the “Select” button
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A pop-up windew will open. Use the drop-down menus to select your location. {Steps 4, 5 and &)
Note: Locations will be ftered based on Sites > Buildings > Floors > Spaces order.

FMinteract 2018.4.25

Sites| Select One ¥ | Builgings Select One + Floors Select One *  Spaces SelectOne v
Se4 Bowntown St Louts

North Campus

Sautn Campus 4) Select from the "Sites” drop-down
Remote Missourd menu

Remoe llinals

Rels Biological Station

Lay Field Siation

hadrid. Spain
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Section 3: Updating employee location If located in property without a floor plan Page B

FMinteract 2019.2 89

o @
Siles Remole Masoul | Busgings [Select One w| Fioors -
Spaces b

324 Oy Perms MeqICal Alts Pavion |
Setect | Cancel 325 Des Peres Medical Arts Paviion i
804 Atmn Medical

810 George Ganiner Buldng

812 4220 Duncan Ave
813 5t Louts CRy kiedical Examiner's Office
814 Bulz Westfal Jusice Cenler

907 S5 Mealih 51 Mary's Hospital - 6300 Megical Bunaing

908 SSM Healih St tMany's Hospial - St Louts

5} Select from the 909 S5H4 Heann S1 Mary's Hospilal - 1031 Busding

"Buildings” drop-tlown 240 SSM Heatn 51 Wary's Hoapda) 11333 Budding

menu 912 SSH Healn S1. Wary's Hospital - 1027 Bulding
954 St Luke's Medica Buling Soum

955 University Tower

957 Victor Roberts Bukiing

FMinteract 3019 18%

L=l - ]
Sited Remote Missoun = Buldings 308 SSMHeazn S1 Marys Hospilal St Lows =
Filoors Select One w. Spaces 3 -

6) From the "Floors” drop-down menu select

*Please note: This is the only option available
for locations without floor plans

Once "XX Admin Ref. Only’ has been selected. a window may appear with a message stating “You do not have access to this drawing!”
To continue click *OK". {Step T}

U it coe Lyl

Fintersct H19. 189 7) H a message appears saying vou do not bave access, click "OK"; g
Sres | Remote Mnsoun = Builings 568 5512 Heatn 51 Mary's Hospial - St Lous - J
Fioors | X Agmin Ret Only =| Spaces | Setect One -
¥4 Sclect  Cancel 1
E
Fhamieract 2019389 ° a
Stes Remote Missoun »| Buidings | 508 SSI4 Heath 51 Mary's Hospral - St Louis -
F 2 iy 20w
oors | XX A Re1 O Spaces | Select One 8) From the “Spaces" drop-
ME Selet  Cancel | 800 Aciran Ref Orey - ADMIN ONLY | down menu select
‘000 Admin Ref. Only -
ADMIN ONLY™
L] - ' e
9) After selecting ‘000 Admin Ref. Only - o?g:ﬁ“,::{;'hgzﬁ;::ﬁ‘;’::
ADMIN ONLY", click the "Salect” button

without floor plans

Note: There will not be a floor plan displayed atter selecting ‘000 Admin Ref. Only - ADMIN ONLY" (Step 8), and the area on the page below the drop-down
menus will appear blank. Click "Select” {Step 9} fo continue.

The page will refresh again with the selected locatlon, toward the bottom of the page. Verify your localion update and save changes. {Steps 10, 11 and 12}

Ihave verltied my room Sekct One 7 « 14) Click the "verify’ drop-down menu, and select "YES"
assignmentts) to confirm the selected location
Rooms

Sedect

Room#  Boom Name Floor Bulldieg Ara g Vacss 10) Updated location
000 Admin Ref.Only - ADMINONLY  Advein Ref.Only  55M Hea'th 5t.Mary's Hospital - St.Louis 01 Vacate will display

12) Click the "Save and Continue" button to
* Rgsuboes Finhd

save changes
Saveand Contimse  Cancel ‘
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Section 3: Updating employes location if located in property without a flcor plan Pagn 9

A new window will open on the "My Primary Location™ tab. Follow the Instructions on the page. Save changes. (Steps 13 and 14)

it Sty HTP 209
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- FRSESY AT Gt 10 Yo tharm cICE DT W O decord
’uxﬁmmmnnmw':rmn. 13) Follow the instructions
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Empiayse Room Updas
Pronary Room BNy Codk nd Rdomn Sambet Ersioyes O Fret Mre Lol Nacw Detpiy Marrw
B % 009 e odra Hudgent AEEl MU

Teersifad  44) Cfck the "Save Changes” button to Fnalize and
save updates

S Chagey  Cancod

The window will close and the page will refresh back to the original 3.20 Location Update for Faculty/Stall” view. The page shouid have the following
measage: “Record saved successfully ” If this message displays. your updates have bean completed and you can log-out/close the browser window,
{Step 15)

sy ke agersent > 3 20 Location Upelete for Faculty/Statt

Sove uery St Al -
Emticyes T LM Mirmg FirriMona Sy & Room
) Esv | DoooEE hacigen ekt o 2

fwmeltalefl Pige 1 1001 Go  Pupesia 50 -

o vered vt wmhaty) 15) Once this messags has displayed
. updates have been complatad

Note: Ta remave any incorrect location(s) retum to Section 2 {reference Step 9} for guidance.
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Docks & - 4 Conferencing &
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Keyboards N o Headsets
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NEW Technology Solutions for Saint Louis University

Al Staples, we know that work is always evolving. Therefore, we know it's important to ensure you
have access to a wide assortment of technology products with market-aggressive pricing

Did you know? Staples Shopping Lists make it easy to order and reorder the supplies you need
most often.

Designed just for you, use the SLU Preferred Technology Items Shopping List before searching
the entire Staples catalog to get quick access to everyday tools that help keep you connected and
productive in your daily work life.

Access your customized shopping list on Billiken Buy using these three simple steps.

Step 1 Step 2 Step 3
Find the new items on the
SLU Preferred Technology Items
Shopping List.

Log in to your account, Go to My Lists.

Pl i S e T
g 9iving every business
an advantage.

Search Shopping Lists

Apperesin == = Cren - Lt ——
L et g, e
-
£ i B
Vot i ey
——— 0O —

Visit Billiken Buy to view the assortment and purchase.

Questions? Contact your Staples Key Account Manager, Jeff Hirsch, at Jeff Hirsch@Staples.com
or your Inside Key Account Manager at Diana Albrecht@staples.com.






Agiloft Upgrade in November

Agiloft is undergoing mandatory updates to navigation menus and the system’s look and feel is
thanging when the upgrades go into place on November 12+, Below is a list of changes to
expect.

*Note: these changes do not apply to the standard end user interface used by some in the contract
creator role.

New Features and Enhancements
* Menu - The Main Navigation is now located at the top of the screen instead of the left-
hand navigation. Tables and groupings not located on the main menu at the top can be
found on the main navigation icon (series of 9 dots at top left, also called a bento icon).
» Search —The enhanced Global search box in the middie of the top of the page now lets
you use the dropdown arrow to select a specific table for better results. The results will load
on a new, easy to use search menu on the right side of the page.
» Agiloft FAQ - There is a new menu item in the top navigation menu called Agiloft FAQs
which includes answers to common questions, training materials and reference guides.
s  Status Indicators - Color coded blocks now reflect the status of contract records on
contracts table views next to the contract IDs on the most commonly used views.
» Color Scheme Updates - The color scheme has been updated to a modernized look,
* Contract Management Dashboard — The home page displays have changed slightly to
reflect what requires changes and what is in still progress.

Downtime During Update

These changes will take effect on Saturday, November 12" between the hours of 8:00am and
12:00pm CST. Employees and administrators should make plans not to use the system during
this timeframe.

Agiloft Issues after Upgrade
While we do not anticipate any issues, if you experience any, please contact the following:
* University Contracting — agiloftsupport@slu.edu

e Research Contracting — contracts@slu.edu







Saint Louis University
Endowment Fund Policy

Types of Named Endowments and Term Funds

Named Award

Endowed: $10,000
Term: §10,000

Default award amount will be $500 unless otherwise specified by the
donor.

Not for tuition; awards are typically given to students at the end of
the academic year.

Can be restricted to school, major, academic merit, GPA, etc.

Fund is managed by School/College, department or program.

Named Scholarships

Endowed: $100,000 min for
graduate/professional programs;
$50,000 min for undergraduate

Term: $25,000 for
graduate/professional; $10,000 for
undergraduate

Can be restricted to school, major, geographic region, academic
merit, financial need, or combination of those listed.

Scholarships are used for tuition or cost of attendance items
(including books, living, University fees, etc).

Fund is typically controlled by Student Financial Services, but can be
designated to a School/Coliege or program.

Named Fellowship

Endowed: $250,000
Term: $100,000

e Benefits research, tuition and fees for graduate students.

Can be restricted to school, major, or academic merit, etc.
Recipients selected through a specific Department.

Named Lectureship

Endowed: $100,000
Term: Negotiable

Benefits a lecture series (honorarium, travel, public relations, etc.) for
an existing or new lecture series within a Department.
Fund is controlled by a specific Department or School/College.

Named Research Fund

Endowed: $100,000
Term: Negotiable

Benefits salary, research, etc. for a specific department or
division.
Fund is controlled by a specific Department or School/College.

Named Professorship

Endowed Medical and Non-Medical:

Benefits salary, research, etc. for an esteemed faculty member of
a specific department.

e Fund is controlled by a specific Department.
e All Professorships are endowed.

$500,000

Named Division Chief o Benefits salary, research, etc. for an esteemed chief of a specific
division.

Endowed Medical and Non-Medical: ® Func! |§ Fontrqlled by a specific Division or Department.

—_— e All division chiefs are endowed.

$1,000,000

Named Chair ® Benefits salary, research, etc. for an esteemed faculty member of

Endowed Non-Medical: $1,500,000
Endowed Medical: $2,000,000

a specific department.
Fund is controlled by a specific Department.
All Chairs are endowed.




Requirements and Timeline to Receive/Access Endowed Fund Income

1. Fund must be opened and gift deposited.

a. To open a fund, the following is needed:

i. Signed donor agreement.

ii. Completed fund request form.

b. Once the fund is opened by Business & Finance and the gift is received, the gift is deposited.

2. Spendable timeline: Endowments

a. If the gift meets the minimum required amount (listed above) gt the time the fund is opened, the fund will be
considered fully endowed and will be opened by the Controller’s Office to hold the principal amount and a
separate income fund opened under the fund administrator’s cost center for the annual income.
Documentation of the donor intent will be included in Workday with the gift worktag number.

i. Income will become available the guarter after the gift is deposited and will be deposited quarterly
thereafter.

ii. Example: In November 2022, a donor pledges $100,000 to create an endowed lectureship in the
School of Nursing. The gift agreement is signed and the donor contributes the full $100,000 at that
time. The endowment is created and is considered fully endowed because the minimum amount has
already been reached. The income fund is opened under the School of Nursing’s cost center, and the
first quarter of income will be available to use in January 2023, after which income will be deposited
every quarter.

b. If the gift received/deposited at the time the endowed fund is created does not meet the required minimum
(listed above), the fund is placed under the Controller’s Office as the endowment builds. Documentation of
the donor intent will be included in Workday.

i. Once the fair market value of the endowment reaches the required minimum, Business & Finance
will audit the fund after the end of that fiscal vear (typically in September or October). All market
value reviews are based on the June 30 market value.

ii. Business & Finance will then move the income fund to the fund administrator’s cost center {at which
time a separate income fund may be opened) and income will be deposited by the second or third
quarter of that fiscal year and may be utilized at that time.

iii. Note: in this scenario, the full year of income will not be available the first year it is moved into the
fund administrator’s cost center; only the remaining quarters of income after the fund is moved will
be deposited and available.

iv. Example: In March 2022, a donor pledges $100,000 over 2 years to create an endowed lectureship in
the School of Nursing. The first gift is $50,000 in April 2022. The second gift is $50,000 in April 2023.
Business & Finance will audit the fair market value of the lectureship in September 2023. Because the
fund reached the required minimum, B&F will move the lectureship under the School of Nursing's
cost center in October 2023. The first quarter of income that will be available to spend will be
deposited into the income fund in January 2024; the next quarter will be deposited in April 2024.
From then on, income from the endowment will be deposited quarterly.

3. Fund Administration Notes:

a. In WorkDay, income is deposited on a quarterly basis, typically in September, October, January and April. The
fund may operate on a negative balance during the fiscal year as long as it is in the positive by the close of
the fiscal year. This means, if you know the endowment should earn 55,000 in revenue for the full year, you
may spend that amount even though the final income deposit may not happen until April of that fiscal year.

b. The amount of income available to use can be found in WorkDay in the CR-FIN — Fund Balance report. This
will show you how much income has been deposited at that point in time. Business managers or fund
administrators have access to this report for the funds they manage. Please contact your business manager
for information an how to run this report or gain access to it.

Term Funds:
@ Term funds are non-endowed funds, which do not follow the same timeline as endowed funds. Minimums for named
term funds are different than endowed funds and are indicated above, where applicable.
&  Gifts to term funds are available to spend as soon as they are deposited in the fund.
e As with endowed funds, new term funds become available to use after the fund is opened and the gift is deposited.

Quasi-Endowments: Quasi-endowments are created at the sole discretion of the University and operate the same as true
endowments, generating income quarterly. The same endowment minimums listed above apply to quasi-endowments;
however, donor gifts cannot be deposited directly into quasi-endowments and should, therefore, be directed to term and
standard endowed funds. For more information on these types of funds, please contact your business manager.



