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News, Notes & Welcome

What's the Status?

JANE MAILHIOT
Purchasing Manager

JAMES E. BLAKE
Executive Vice President

appy New Year and best

wishes for a prosperous year

to come on behalf of South-

ern Connecticut State Univer-
sity’s Finance & Administration. This is
the first of what will be quarterly newslet-
ters that highlight news, notes, procedures
and updates within the area of Finance &
Administration.

We hope this newsletter will become a
reference resource for the entire SCSU
community. For instance, the “Did you
know...” column will offer tips and
shortcuts for managing some of our rou-
tine day-to-day tasks, as well as announce
emerging changes. Many times these tips
and shortcuts are lost in the volumes of
instructions, procedures and policies that
cross our desk. Additionally, we hope to
feature one or two Finance and Admini-
stration departments to inform you of the
changes and activities that have been
keeping them busy in effort to better
serve the Southern community.

This issue features two areas in Fi-
nance and Administration: the Purchasing
department in “What’s the status?” and
the Accounts Payable department in
“Getting the bills paid.” Don’t miss these
articles; both are full of strategies and
shortcuts for saving time for you and your
staff. Also, please don’t forget to read the
“People in Profile” section, which fea-
tures newly hired staff in four of our de-
partments.

We look forward to your comments or
suggestions. Please feel free to e-mail me
at blakej2@southernct.edu or feel free to
e-mail University Card Office staff mem-
ber Jordan Jones jonesj6@southernct.edu
who was instrumental in putting this pub-
lication together. Have a great semester!
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\ Quick Tips:FOIDOCH 1
: PO Purchase Order |
1REQ  Requisition |
|When typing a PO number, re-!
member to include POO (that’s the
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purchase requisitions or purchase

orders they can be easily located by
authorized Banner users through the Ban-
ner FOIDOCH screen.

To use this tool, log into your Banner
account and go to the FOIDOCH screen.

On the top of the screen you will need
to enter the document type in the box
labeled “Doc Type.” To look up a requi-
sition type REQ, or to get information
about a Purchase Order type PO.

Click on the next block icon (or press
the Tab key) to enter either the Requisi-
tion or Purchase Order number in the box
labeled “Doc Code.”

If you are looking up a requisition
simply type in the desired requisition
number, for example: 12345. For a Pur-
chase Order, you will need to enter the
number as it appears on the PO, for ex-
ample: P0O01234.

Click on the next block icon to view
information about the document. For
more information on an individual item,
highlight it (by clicking on the item) and
use the appropriate menu options to get
the full details.

For more information and detailed
Banner tutorials related to Purchasing, go
online to:
http://www.southernct.edu/faculty/
finadm/purchasing/banner/

Need a Banner Account?

If you do not have a Banner account and
would like to obtain one, please send an
e-mail the University’s
Controller, Lise Brule via e-mail at
brulel1@southernct.edu.

I f you’re looking for the status of your

Jane Mailhiot can be reached at
mailhiotjl@southernct.edu or at
extension 2-6704.

Did You Know... The 4-1-1 on
SCSU Telephone Services

Did you know... The cost for dialing 411
directory assistance on university tele-
phones is 95¢ each call? In fiscal year
2004, SCSU was charged over $8,000 for
in-state 411 calls alone! As a result, 411
directory assistance will be disabled on
university telephones in early January,
2005. Free directory assistance is avail-
able online at www.411.org. In addition,
each university department has a copy of
the New Haven county yellow pages di-
rectory.

Did you know... Your university telephone
bill will soon be available for viewing on
the web. The CSU System Office Tele-
communications Department plans to im-
plement the on-line telephone bill early in
2005. Information regarding this project
and the procedures necessary to review
your bill will be sent via a global email to
the university community—look for it in
early 2005!

Did you know... Changing your voicemail
to an extended absence greeting is easy.
From your university telephone:

1. Enter the voicemail system, ext 25700
2. Enter your password

3. Press 4 for Personal Options

4. Press 3 to Record Greetings

5. Press 2 to Create your extended absence
greeting

6. At the tone, record your greeting then
press #

7. If you are satisfied with your greeting,
press #

8. When you check your voice messages,
the system will inform you that you cur-
rently have an extended absence greeting,
to retain the extended absence greeting
press 1, to delete it press 2.
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Getting the Bills Paid
ANNA RIVERA-ALFARO
Accounts Payable Coordinator
ust as SCSU is going through a

J “renaissance,” the Accounts Payable
department is also enhancing its

operations in an effort to streamline pro-

cedures and improve office efficiencies.
Our goal is to process payments in a
timely and professional manner while
adhering to University policies and proce-
dures. Our objective is to provide you
with the necessary information to assure
accurate and prompt payments.

Purchase Order Goods

Payment to a vendor is normally a
three-step process, requiring:

1. A Purchase Order

2. An Invoice

3. Receipt of Goods

The amounts on these documents must
match in order to make payment
(variances may occur for miscellaneous
charges such as shipping). If any of the
three documents are missing, or there are
discrepancies, the result will be delays in
payment.

Here are some ways that you can help
ensure your vendors are paid promptly:

e Obtain a Purchase Order.

e Invoices should be mailed directly to

the Accounts Payable Office (A/P)

e A signature on an invoice is no
longer sufficient to make payment.
Payment cannot be made until re-
ceipt of goods is reflected in Banner.
If a delivery is made directly to your
department in error you must send
an e-mail to Steve Arnold
(arnoldsl@southernct.edu) in Re-
ceiving and Stores and let him know
that the goods have been received.
Remember to include the PO num-
ber in the e-mail.

The majority of purchases will fall
within the above guidelines. Other possi-
bilities include blanket orders, standing
orders and voucher/disbursement re-
quests. In these instances, a signature
from the recipient is required.

Voucher/Disbursement Request

The Voucher/Disbursement form is
used to pay the following items (and
therefore no Purchase Order is neces-
sary):

e Subscription renewals
Personal service agreement pay-
ments (after PSA has been properly
authorized)
Honorarium payments (after hono-
rarium has been approved)

e Non-employee reimbursements

The above is a partial list of items paid
using a voucher form.

People in Profile: New Hires
Please join us in welcoming the following
new hires in Finance & Administration.

Elizabeth Sohl was hired in October as a
Payroll Clerk. She came to SCSU after
working for the Department of Mental Re-
tardation’s West Region. Elizabeth handles
payroll for maintenance and protective ser-
vices employees. At her Hamden home,
right next door to the campus, Elizabeth
spends time with her hushand and their four
cats and pug. Elizabeth can be reached at:
sohlel@southernct.edu or x. 2-5586

Susan Plant was hired in November as a
Clerk in the Business Office, responsible
for assisting student’s with their billing
questions and customer service. At the age
of 38, she decided to go back to school and
in May she graduated from Southern with a
B.S. in communication. A Hamden resident,
Susan keeps busy caring for her three chil-
dren and she also enjoys playing piano and
relaxing in the sun during her travels. Susan
can be reached at: plantsl@southernct.edu
or x. 2-6140

Sharii Jones-Olowu began working this
past December as a University Assistant in
the Office of the Executive Vice President.
She assists in a variety of administrative
support projects including research of ac-
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