
Business Administrators Meeting 
(BAM)

Tuesday, November 7, 2023



Agenda
9:45am Welcome

9:50am Financial Services Updates
• OCGA: Sponsored Award Roles and Responsibilities & Staff Introductions
• Travel System – New Reporting and Tips
• Working Fund updates
• PAW Tips
• Rex 2.0
• Budget Update

10:30am Procurement and Strategic Sourcing
• Introduction, Lori Lynch, Director

10:35am Human Resources Updates

• Open Enrollment
• New HRSTM Team members
• Payroll Unit Updates
• Upcoming Training/Change Recap
• PMP Reminders

11:05am Questions



Welcome

Kathy Dettloff, 

Vice President Administration and Finance

Welcome



Office of Contract & Grant Accounting



Sponsored Award Team

• Sponsored awards administration is 
accomplished by dedicated teams typically 
composed of:

– Principal Investigator (PI)

– Department Administration (DA)

– Central Administration (CA)

Office of Contracts & Grants



Central Administration

• Office of Sponsored Programs (OSP)

– Institutional authority for UMBC

• Office of Contract & Grant Accounting (OCGA)

– Handles the accounting of sponsored awards

Office of Contracts & Grants



Other Central Offices

• Office of Research Protections & Compliance
– Ensures UMBC conducts its research activities in a manner consistent with 

regulatory requirements.

• Office of Technology Development
– Intellectual property protection and commercialization

Office of Contracts & Grants



OCGA - Responsibilities

• PeopleSoft award setup and review, modifications 

• Financial compliance review and analysis

• Sponsor invoicing

• Sponsored financial reporting, analysis

• Revenue collection, receivable management

• Fiscal reporting and reconciliation for Restricted Funds

• Audit responses 

Office of Contracts & Grants



Office of Contracts & Grants



How to find your Project’s Grant Accountant
Step 1: Login to PeopleSoft Finance
Step 2: Click “Main Menu”

Office of Contracts & Grants



Step 3: Click “Grants”

Office of Contracts & Grants



Step 4: Click “Awards”

Office of Contracts & Grants



Step 5: Click “Grants Project Summary Page”

Office of Contracts & Grants



Step 6: Search by Project ID or other options 
using the dropdown

Office of Contracts & Grants



Step 7: Find Grant Accountant in the bottom 
part of the Project Information section

Office of Contracts & Grants



Travel System Reporting and Tips

Travel System



Reports from the Travel System

• Two Travel System reports are now available 
to every user of the travel system

• “Travel Search” and “Travel Reconciliation”

• In Admin section of the travel system

Travel System



REPORTS - Navigation

GlobalProtect VPN

In the admin section:
1. Click on Reporting
2. Verify that you are 

in GlobalProtect 
VPN

3. Click on Go to 
Reporting

4. Choose the report 
you would like

Travel System



The Travel Search Report

Choose the 
Status

Then choose any filters.  The 
start and end dates will default 
to your last use.

Travel System



The Travel Search Report - Download

Download to 
Excel
1. Click on Icon

2.  Choose Crosstab

3.  Choose Excel
4.  Then click on Download

Travel System



Travel Search Report

The numerous fields include:
• Traveler name
• Travel ID
• Type of request:  pre-approval, reimbursement
• Status of request
• Dates of travel
• Travel title
• Preparer name
• Approver(s) name
• Agency ticket prices
• Chartstrings

The report is helpful if you want:
• To find the travel ID for a 

particular traveler
• To see the status of a request
• To see how many pre-

approvals or reimbursements 
have been completed in your 
department

Travel System



Travel Search – possible duplicate 
reimbursements

The Report has a feature to allow for research 
into potential duplicate reimbursements for the 
same travel – not found to be a big problem over 
the life of the travel system

Travel System



Travel Reconciliation Report
For use in distributing monthly travel agency ticket expenses to departments
Can be filtered by travel agency or status
Includes:
• Chartstring(s) 
• Dates of travel
• Traveler
• Travel ID 
• Status Codes and names
• Travel Agency 
• Charges and Ticket invoice numbers

Useful for researching charges journaled to your chartstring for travel agency 
charges.
Does not include agency transaction fees.

Travel System



Travel Tips

New State of Maryland Requirement:  All supporting documentation must be oriented correctly!

Travel System



TRAVEL TIPS – cont.

To change approvers and next higher approvers in the travel system:
You must use the PeopleSoft Security Access Form.

https://docusign.umbc.edu/secure/prd/FormToDocuSig
n/Form2DS.php?cfg=FS_PAWandPSFinanceDeptApprova
lSecurityAccess

Travel System

https://docusign.umbc.edu/secure/prd/FormToDocuSign/Form2DS.php?cfg=FS_PAWandPSFinanceDeptApprovalSecurityAccess


TRAVEL TIPS – cont.

A Department Admin can set up all other roles in their department:
• PA and RB preparers for employee travelers
• PA and RB reviewers
• Additional approvers
• Preparer admins
• Other department admins

If there is no department admin in your department, request it through RT:

https://businessservices.umbc.edu/travel/tra
vel-inquiry/

Travel System

https://businessservices.umbc.edu/travel/travel-inquiry/


Working Fund

Working Fund



Working Fund Topics:

• General Information

• Types of Requests

• State Of Maryland Guidelines

• Important Reminder

Working Fund



Working Fund General Info:

Is a campus administered checking account with an advance from the State 
Treasurer’s office.

• Important things to consider before entering a WORKING FUND request:

• Contact the Working Fund Custodian Marsha Johnson 
marshaj@umbc.edu to make sure there are working funds available.  
These funds are used for nominal purchases ONLY in cases when P-Card 
usage is not feasible. 

• These are not EMERGENCY FUNDS.

• These funds are NOT an alternative of paying invoices through AP.

• These funds are NOT a replacement for POs and or Contracts.

For Business Services Working Fund Page: https://businessservices.umbc.edu/working-fund-travel-
advance-policy/

Working Fund

mailto:marshaj@umbc.edu
https://businessservices.umbc.edu/working-fund-travel-advance-policy/


Types of Requests

• Employee Payroll Advances 

• Travel Advances 

• Research subject incentive payments

• Down Payments in relation to purchase orders, 
where the deposit cannot be made through the 
regular Accounts Payable.

• Homeland Security Fees

• Athletic Event Fees

• Athletic Team Travel Per Diems

Working Fund



State of Maryland GUIDELINES:

“BEWARE”
THE WORKING FUND WILL DENY any Vendor with a Liability Offset.

 You will need to submit a W-9 form along with the Working 
Fund Check Request Form for the supplier, so that we can 
verify that there is not a Liability Offset pending. We will be 
unable to issue a check if they do.

 For Travel Advances, reimbursements should be completed 
within 10 days from date of return.

• *All CHECKS NOT CASHED IN 30 days…Will BE 
VOIDED

Working Fund



Important Reminder:

**MOST IMPORTANT FACT TO REMEMBER ABOUT 
WORKING FUND REQUESTS??**

**To avoid any BUMPS, just make sure we have FUNDS $$***

Working Fund Custodian: Marsha Johnson          
marshaj@umbc.edu

Working Fund

mailto:marshaj@umbc.edu


Quick PAW Receipt Tips

PAW Tips



QUANTITY vs COST RECEIPTS

If when ordering, you need to choose HOW MANY of an item,
Use a QUANTITY receipt to show that you received the items.

A COST receipt is only for services or a subscription - something not 
countable.  These things cannot be physically returned.

Simple rule:
If you can count the individual items, use a QUANTITY receipt.
If you cannot count the individual items, use a COST receipt.

PAW Tips



RECEIVED – RETURNED - CANCELED

Rule of thumb – follow “reality”
• If you received the good, even if it is damaged, put in a received receipt.
• If you returned it, put in a returned receipt.  BUT, MAKE SURE YOU PUT IN A 

RECEIVED RECEIPT ALSO!

• You never received it, but then canceled it with the supplier, put in a 
canceled receipt.  Make sure the supplier knows it is canceled.

PAW Tips



Returned?  Supplier needs to agree!!

When an item is received, we need to pay the invoice.  
Put in a received receipt ASAP.

When you return an item, make sure the supplier 
agrees that it is returned, so that they issue a credit 
memo.  

Amazon phone number:  (888) 281-3847

PAW Tips



Tableau Reports



Tableau Reports

“Rex Finance 2.0"

• Tableau Dashboards have been updated with the following 
enhancements
– New Subtotals and formatting in the Summary Reports

– Additional descriptive fields on the Detail Dashboards

– New Journal Entry Lookup and General Ledger Dashboards

• Intro and Reconciling Trainings are posted on the Trainings
my.umbc.edu group

• Drag and Drop capability with limited data fields access rolling 
out soon



Budget Update

Christopher Correnti

Deputy Budget Director

Welcome



UMBC Budget Overview

UMBC’s budget is comprised of two fund groups: 

Unrestricted revenues are resources provided to the institution with no restrictions on their use. 
These resources are separated into three categories: 

• State Support - Comprised primarily of tuition revenue and funding from the State.  This makes 
up the largest share of the budget and is used to support the primary academic and 
instructional mission of the campus.

• Auxiliary - Captures non-academic operations that are self-supporting or self-funded that do 
not rely on allocations from the State Supported budget to operate. Residential Life, Dining 
Services, and the Bookstore are all examples of auxiliary units on campus.

• Self Support – Includes academic programs that generate their own revenue to support their 
operation.  Examples of programs in the Self Support budget include Summer and Winter 
programs, professional programs offered through DPS, and Faculty Start-Up costs supported 
with DRIF. 

Restricted revenues are sponsored by outside entities such as the federal government, state, or 
the private sector that can only be used for very specific purposes.  For example, this includes 
grants we receive for research projects, Pell grants and other designated scholarships.  



Annual Operating Budget Cycle

September: FY 2025 
Budget Request 

submitted to 
USM/State

January: Governor 
releases budget

January – April: Budget 
Office prepares 

scenarios & forecasts 
for key components of 

budget

April: General 
Assembly reviews, 

modifies, and adopts 
budget

May: Board of 
Regents approves 

Tuition and Fee rates

April – June: Colleges & 
Divisions prepare 

budgets for submission

May – June:
Leadership engages 

in the internal 
strategic budget 

process to determine 
allocation of 

resources

July 1st: Budget is 
finalized and loaded 
in Financial System



UMBC State Support Process

Incremental Budgeting Model:
1. Change to revenue is determined 

for new budget year (e.g. tuition, 
appropriations). This change in 
revenue is used to pay for 
changes in expenses.

2. The three colleges get an 
allocation of funds that is 
informed by the resource 
allocation model, which in FY23-
24 exceeded their own 
mandatory costs.

3. The other divisions receive 
incremental base budget for 
mandatory costs (e.g. COLA, 
Merit, Minimum Wage).

4. The other divisions are invited to 
submit for supplemental funding 
for strategic initiatives.
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FY24 State Support Planning



FY24 State Support Expenses

Mandatory Costs Change $

COLA/Merit/Minimum Wage (Divisions) 9,741,008                

Facilities Renewal 3,000,000                

Fringes 5,773,581                

FM Contractual Services 621,073                   

IT Contractual Services 663,494                   

Library Serials 130,000                   

Utilities 2,018,134                

Other 638,661                   

Total 22,585,951              

Remaining Allocations Change $

Allocation to Colleges 9,807,253                

Strategic Initiatives 2,293,400                

Total 12,100,653              



FY2024 University Revenue

Budgeted Revenue: $653,994,000



Where does it come from?

Budgeted Revenue: $653,994,000



Where does it go?

Budgeted Expenses: $649,121,129

Fund Balance Goal: $4.87M



What does our growth look like?



Budget Summary by Account



FY24 State Support Revenue

Budgeted Revenue: $363,305,855



FY24 State Support Expenses

Budgeted Expenses: $363,305,855



Introduction

Lori Lynch, Director

Procurement & Strategic Sourcing



HUMAN RESOURCES

& STRATEGIC TALENT MANAGEMENT

Human Resources



Human Resources

Business Administrators Meeting
November 7, 2023

• Open Enrollment
• New HRSTM Team members
• Payroll Unit Updates
• Employee Relations Updates
• Talent Learning & Organization Development



Benefits

Human Resources

- Open Enrollment ends on THURSDAY this year, there are 2 days 
left to make changes for 2024.

- Please  make any changes ASAP as the help desk can be on 
overload the last day.



New HRSTM Team 
members

-Justine Gonzales- Executive Administrative 
Assistant

-Andrea Guzman-Employee Relations Specialist

-Sophia Pirozzi- HR Associate

-Leah Reppert- Benefits Specialist

-Christopher Schrader- Compensation/

Classification Manager

-Kelsey Wurmer- HRIS Analyst/Specialist

Human Resources



Payroll Updates
• Payroll Manager-Valentina Bertermin
• Payroll Specialist- Backfilling position
• Payroll Director- Begins December 4, 2023
• New Payroll Associate- Position-November 

20, 2023
• Temporary processors (3)- Onboard
• Functional Payroll/Technology consultant
• Discovery stages for HCM system

Human Resources



Employee Relations Updates

PMP

Currently in mid-year review cycle (Oct-Nov)

Gather documentation

Review the performance expectations that 

were set at the expectation meeting 

and the progress made towards goals

Identify areas that need improvement

Examine areas of disagreement

No formal evaluation is made

Sign the Cover Page

Human Resources



Talent Learning & Organizational 
Development

Human Resources

• UMBC Change Initiative
• FranklinCovey October Training
• Divisional Change Champions 
• Spring Campus Training TBD

• Professional Development Week Playlist
• 13 sessions including a leadership 

keynote
• Workshop topics on leadership, DEI, 

workplace productivity, and 
wellness

https://www.youtube.com/watch?v=4cMcg2Jaxrg&list=PLYlSMnW_ElBhv5bFvrhq5o46vVo6ZzGOt


Talent Learning & Organizational 
Development

Human Resources

• Upcoming Training - Register at umbc.edu/training 
• 11/7 Time Management
• 12/4 Imposter Syndrome

• Spring Initiatives
• New Onboarding Initiative January 2023
• Leadership Academy Program Roll Out
• 4/22-4/26 HR Week + Admin Professionals Lunch



Questions

Questions


