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New System, New Features

= | ess Paper:
= Electronic Requisitions
= Electronic Signatures

" Electronic Receiving Approvals
" Budget Reports on Demand
= Report Query Structure

= Paper still required for travel reimbursements

= New accounting code structure



Chart of Accounts Changes

Old -> 1-035-E4100-0000 = General Fund, Fine Arts, Supplies

aje

New -> 100000 12203-82000 = General Fund, Fine Arts, Supplies

e

Fund - Department - Object




So Why Did we Change the Code?

" Codes can no longer be deleted and reused.
" Fund Code

= We consolidated the fund and smallest fund break down
while adding another digit.

" Department Code

" |n order to provide better roll-up reporting by division,
schools, and major departments, we added two digits to

the sequence.

= Object Code
= No more alpha digit! Sorry for those that liked it.

http://www.fmarion.edu/financialservices/erp/ m



http://www.fmarion.edu/financialservices/budgets/

Your Access to Colleague

http://www.fmarion.edu/financialservices/erp/

Meet Patriot Portal!

File Edit View History Bookmarks Tools Help = b4
FMU Portal Home P 4 +
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Once Logged in, click the menu.
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Accessing Your First Screen

i PATRIOT PORTAL,

MENLU

FMU Portal

Home
FMU PORTAL

EMPLOYEE
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Click the Employee Option.
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Use this to query your budget anywhere,
anytime in real time. o ¢ KB ¥ A O =

F PATRIOT PORTAL,

= MENU

Use this to recall your last budget
selection setup instantly.

i

ACADEMIC
CALEMD

Account administrators can approve
requisitions electronically.
Swampfox Services ~
v FANGiAL FORNTioN Reqwsmon goods and services.
| 2 S ] W

Report the receipt of goods and services.

COLLEAGUE W BLACKBOARD DIRECTORY.

Budget Seiection

Budget Summary

Approve Documents .

Reguisition for Goods and Services / RequeSt a PTI, pay an InVOICe, Or

View/Mocify/Delete Recuisfions request reimbursement (non-travel).
e

Receive Goods and Services

Request a Paymnent /

\iew/Modify/Void Requests for Payment

Lo 10:27PM
@ )
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[ A Budget Selection & Budget Summary

File Edit View History Bookmarks Tools Help — w
Employee WebAdvisor X s
€ (D @ https;//patriotportal.ecfmarion.edu/employee/Pages/WebAdvisor.aspx?title=Budget+ Selection&pid=CF-WBCFI02D 80% ¢ T8 ¥ & 9 =

F PATRIOT PORTAL,

= MENU

% FINANCIAL INFORMAT IOM

GL Component Selection LOOk up an
| | account by entire
— | ; code, or a single
GL component.

Budget Selection

Budget Summary

Approve Documents

Requisition for Goods and Services

‘View/Modify/Delete Requisitions iR - _—. ) :
Receive Goods and Services Remove Previously Saved GL Compenent Selection [ } Save your Current SearCh If you Ilke It-
iew Modify/Voi uests for Payment FUND v M .

il sl = - _ | Decide how you want

@ O it sorted and totaled.

| Pick your year or
your period you
=1 want to review. v

= ) 10:32 PM
= )| .
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[. "\/.[ Budget Selection & Budget Summary

Eile Edit View History Bookmarks Tools Help = b4
Employee WebAdvisor X h
€&« Oa nt cfmarion.edu/e % ¢ w8 ¥+ & 9 B =

F PATRIOT PORTAL,

= MENU

Budget Selection
GL Account WP GL Description Budgeted Requisitioned Encumbered Actual Funds Awvailable
Budget Summa
9 g4 100000-127105-64000 General : REAL Program - Student Wages £208.00 10.00 0.00 00 16,208.00
—r
Approve Documents 100000-12105-80000 General : REAL Frogram - Trave! Poal - Reg 51.240900 000 0.0 000 151,249.00
A : 100000-12105-80077 General : REAL Program - Foreign - Lodging 0.00 0.00 0040 35 557.28
enui .
YO u Can d rl I I dOWn 100000-121C5-80018 General - REAL Program - Foreign - Meals 0.00 0.00 0,00 11.87 11.87-
View/ 3

100000-12105-80019 General : REAL Program - Foreign - Mileage

Receain I n to th e bI u e Ce | |S 100000-1210:5-80020 General - REAL Program - Faoreign - Registration
e f O r d et a| I Of 100000-12105-80021 General : REAL Program - Foreign - Other Expenses 1.00 ; i)

. . < 100000-121053-80501 General : REAL Program : Mon-State Emp Travel B2826.7
View/ g aCt I V I ty al | th e Way | 100000-12105-81000 General : REAL Program : Contractual Services
t th t t' 1 100000-12105-81007 General : REAL Program : Business Meals and Emtertain  0.00 0.00 0.0 000 o.oc
O e ra n Sac IO n 100000-12105-81076 General : REAL Program - Student Functions and Events  2.352.00 0.00 0.0 0,00 255200

d etai I . 100000-1210:5-82000 ‘General : REAL Program - Generzl Supplies 4405923 0.00 63577 0.00 43423 53
100000-12105-82012 General - REAL Program - Postage Reimbursement 73.00 000 0.00 0.0 75.00
1000:00-12105-82013 General - REAL Program : Print Shop 761.00 oo 004 0.00 761.00

S Wacubo Total 322575.54 0.00 63370 1,787.47 32015237

= T i 7570 1787.47 32015237 »

javascriptwebAdvisor.newTab{"0.00 *,"?TYPE=P&PID= CF-WBCFIO13& CLONE= Y& CLONE PROCESS=Y&SPAUKQ=6068860118210498.CONSTITUENCY=WBDF&TOKENIDX=944819558"); >
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File Edit View History Bookmarks Tools Help
Employee WebAdvisor X Sl

€« Oa nt

tal.ecfmarion.edu/employ
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FINANCIAL INFORMATION

W
Budget Selection
Budget Summary

Approve Docurnents

Requisition for Goods and Services
iew/Modify/Delete Reguisitions
Receive Goods and Services
Reguest a Payment

View/Modify/Void Requests for Payment

Click to view the
transaction information

before approval.

One click transaction
approval. No more

Approval of Documents
(Account Disbursement Approvers Only)

Approve Documents | =

Doc Type Document Humber

Mame

Total Amount Ower Budget Am

nt Owerride Budget?

O wv Elite Hotals, LLT 08/16117 24416 [l
O wv 6 LynnDes Home 08/16/17 425.00 O
O wy Charlamane C. Suggs 08/16/17 42300 [l
O Wy Bescorp, Inc. 08/16/17 2011.00 (]
D Wy Severance Welding & Steel Fabricati 08/16/17 283.00 |:|
O wv Severance Welding & Steel Fabricati 08/16/17 650.00 O
I:‘ Wy Rivers Plumbing & Electric, Inc. 08/16/17 931.50 |:|
| Wy VOODDE Dr. Jeremy O. Rentsch 08/16/17 16.55 16.55 (]
O M DODO6 Creative Printing, Inc. 08/17/17 1707 Il
O Wy VOODDE: Champions Sport Shop, Inc 08/18/17 224208 (]
[i1] Wy e 5C DHEC 08/18/17 439.92 [l
O Wy VDODDES3 Ms. Paulz R Miksa 08/18/17 1.980.00 1
O Wy Caralina Reel Grinding 08/18/17 A50.00 (M
J wy Whaley Foodservics, LLT 08/18/17 160.69 1




F PATRIOT PORTAL,

= MENU

w  FINAMCIAL INFORMATION

Budget Selection

Budget Summary

Approve Documents

Requisition for Goods and Services
View/Modify/Delete Requisitions
Receive Goods and Services

Reguest a Payment

View/Modify/Void Requests for Payment

Find the new vendor setup form at
http://www.fmarion.edu/financialservices/erp/

Three Options:

1. Select an existing vendor
2. Do not assign a vendor
and let Purchasing find
the right vendor.

. If you have a new vendor,
» contact Purchasing to set

the new vendor up.

g G48PM
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http://www.fmarion.edu/financialservices/budgets/

F PATRIOT PORTAL,

= MENU

Vendaor LookUp Results | %

1AL INFORMATION

Budget Selection
Budget Summary Choose One Vendor 1D Vendor Name Vendor Address

0247665  ABET 415 North Charles 5t. Baltimore MD 21201
Approve Documents

0247666  ABW Conversions 3218 Weat Palmetto Street Florence SC 29501
Requisition for Goods and Services

0247679  American Chemical Socisty 1155 16th Street NW Washington DC 20036

View/Modify/Delete Requisitions 0248111 Steven M. abbott

Blcion Ciiscsder i Serisie 0248630  Chemical Abstract Service L-3000 Columbus OH 43260

elie]le] (o] (e]le)

0243543  Asbestoa Abatement Associates, Inc. 2036 Chesnee Highway Spartanburg SC 29303

Request & Payment

SLBMIT
Wiew/Modify/Void Requests for Payment

*

+* CONNECT WITH US
SEaTRIO LD o 00




f PATRIOT PORTAL,

= MENU

w FINANCIAL INFORMATION

Go back

Budget Selection

Budget Summary

Approve Documents

Reguisition for Goods and Services
View/Modify/Delete Requisitions
Receive Goods and Services
Request a Payment

\iew/Modify/Void Requests for Payment

Warning: D8/18/17 falls beyond the current fiscal

ion E-hail Address” | nweleh@fmarion.edu

Automatically provided

Daran’

RTW

01 Frmu - Central Recaiving |« |

Select the correct shipping
address”

: Select the desired date

| Should always be “AP

AP Standard AP | o ‘
Vendor ltem Guantity®

| |Standard AP’

Unit of Issue

Select the object

If you know a

2| Enter a 30 character
description.

* - See shipping codes listing at http://www.fmarion.edu/financialservices/erp/

vendor item number

Cost center is the fund
and department number

code that best
fits the item.

If the account has a |
project code provide it.

13



http://www.fmarion.edu/financialservices/budgets/

STEP 3 Reqmsmon Completlon and Submission (Part 2)

ecfmarion.edu/emplo

F PATRIOT PORTAL,

= MENU

¢ wB ¥ & UGB

R. Thomas Welch =

Tax Codes

Printed Comments

Comments

Next Approver

} Do not fill this section out.

If you have printed

enter them here.

comments for the vendor

If you have comments for
Purchasing enter them
here.

Approvers will auto

populate based on
accounts used for the

purchase.

Don’t forget to submit!

_ . 11:01PM
frm Hul
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Receiving Goods and Services

elluciane UNIVERSITY

CHANGE PASSWORD LoG our MAIN MENU EMPLOYEES MENU HELP CONTACT US

EMPLOYEES Welcome Paul!

Receive Goods and Services

Cheose a Vendor andfor PO fo filter lines shown

Vendor | vl Select the vendor or enter the purchase order
Purthase Order Number you are receiving goods or services for.

AcceptAll ] Note: Check here to accept 2l lines shown Accepting all is not advised. Enter this information from ‘
the packing slip
The following apply to all lines received:
Packing 3l | | Note any MSDS |
Arived Via sheets received.

Vendor PO Number Vendor ltem ltem Description Qty Ordered Unit of Issue Qty Accepted  Qty Rejected  MSDS Revd
Bonitz Gontracting Co., Inc. 563|PDCI]JI]T? |cmma |cemerl | 1.ﬂﬂﬂ|EA || || |D

Enter the quantity EMPLOYEESMENU ~ HELP  CONTACT US
accepted and rejected. WebAdvisor- »

POWERED BY ellucians




= ! Request for Payment

Step 1: Who do we need to pay”

€& D@ nhttps//patriotpo ecfmarion.edu/employee/Pages/WebAdvisor.aspxTtitle=Bud sction&pid=CF-WBCFI02D c w8 ¥ & U B
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F« PATRIOT PORTAL ) ~ N

— Request reimbursement
= MENU

Request a Payment |

v FINANCIAL INFORMATION

Reimburse Myself O
Budget Selection

2 Pay Vendor (enter 1D or Name below) []
Budget Summary

Approve Documents

Requisition for Goods and /
l Pay a vendor e
s

View/Modify/Delete Requi

SUBMIT

Search for a vendor name

Receive Goods and Services

Request a Payment

View/Maodify/Void Requests for Payment

v FINANCIAL INFORMATION




Request for Payment

Step 2: Select a Vendor

& Da nt .ec.fmarion.edu/emp

¢ wBe ¥ & U B

NebAdvisor.asy

F PATRIOT PORTAL, '

MEMU

Vendor LookUp Results S

h 4

Pay a vendor
we have on file.

w  FINANCIAL INFORMATION

Budget Selection
Budget Summary VendoriD Vendor Hame Payment Address

() 0247665 ABET 415 North Charles St. Baltimore MD 21207
Approve Documents

() 0247666 ABW Conversions 3218 West Palmetto Street Florence SC 29501
Requisition for Goods and Services () 0247679 Chemical Abstracts Service 1155 16th Street NW Washington DC 20036
View/Modify/Delete Requisitions () 0248111 Steven M. Abbott 1309 Idalia Dr. Columbia SC 29206

() 0248630 Chemical Abstract Service L-3000 Columbus OH 43260
Receive Goods and Services

() 0248643 Asbestos Abatement Associates, Inc. 2036 Chesnee Highway Spartanburg SC 29303
Request a Payment () Other
View/Modify/Void Requests for Payment SUBMIT

v FINANCIAL INFORMATION

Pay a vendor we don’t have on
file.

REMEMBER: Contact g PSPM ey
Purchasing for instructions on
creating a new vendor. 1 7




Request for Payment

Step 3a: Reqmsmon Preparation

€ | (D @ nttps://patriotportal.ecfmarion.edu/employee/Pages/WebAdvisor.aspx?title= Budget +Selection&pid = CF-WBCFI02D ¢ T8 ¥ & O B =

Automatically provided

F PATRIOT PORTAL,

= W Select the desired date for
v FINANCIAL INFORMATION payment

Warning: 08/19/17 falls beyond the current fiscal yg
* = Required

Help o

Budget Selection
If you received an invoice

from the vendor provide
the invoice number.

Budget Summary

Request Date* | 08/19/17 Meeded By Date

Approve Documents

Requisition for Goods and Services Invoice Number Invoice Date | 08/19/17

‘
View/Modify/Delete Requisitions Confirmation E-Mail Address® | rwelch@fmarion.edu
Receive Goods and Services Vendor ID 0nz717e For vendors on
M R. T. Welch file this will
Request a Payment .
E——— automaticall
vendor Name
View/Modify/Void Requests for Payment popu late. For

new vendors,
you will have to
Strest Address/Apartment provide this
information.

w  FINANCIAL INFORMATION 950 Cockfield Road

City | Scranton State | South Carolina [ Zip Code | 295970000
— »




Request for Payment

Should always be “AP
F PATRIOT PORTAL, Sty A
MEMNU
AP Type* [ AP Standard AP [V If you have comments for "
= Purchasing enter them
A here.

ltem Description Cuantity Price Cost Center

=

Enter a 30 character Cost center is the fund Select the object || If the account has a =
description. and department number code that best —} project code provide it. |
fits the item.




Request for Payment

F PATRIOT PORTAL,

= MEMNU

'V } Do not fill this section out.

Approvers will auto
| POpulate based on
accounts used for the
purchase.

Don’t forget to submit!

O [ XE M P b= Wi NE ) ™ @3




Links to FMU Business Affairs Resources

See all ERP related training materials, forms, and
other resources at
http://www.fmarion.edu/financialservices/erp/

Questions: Thomas Welch - rwelch@fmarion.edu



http://www.fmarion.edu/financialservices/budgets/
mailto:rwelch@fmarion.edu

