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Agenda

• Finance
• Quarterly System Update: Expense Itemization

• Updated Account Analysis Report

• New Reports!

• Procure to Pay

• Contracts Status

• Human Resources
• Recruiting: Update to Direct Hire Application

• End of  Semester Terminations

• Quarterly System Update

• Absence updates

• My Team Compensation update
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Quarterly System Update: Finance 
Items

An oracle bug has been identified within Expenses during testing of  the May Quarterly System Update for 

Expenses. This bug is expected to be fixed by June 1st . 

Only affects expense reimbursements that require itemization of  an expense item on an expense report.

Does not affect p-card transactions that require itemization. 

Upon creating an expense item and selecting Split Funding to itemize an expense, an error will pop up. Until the 

bug is fixed, users cannot use the Split Funding option. Follow the work around steps to submit expense items.
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Quarterly System Update: Finance 
Item Workaround

1. Create an expense item for the specific expense type (do not use split funding). 

2. Enter only the amount for one portion of  the itemization.

3. Upload receipt associated with expense.

4. Enter all other applicable information on the expense item. 

5. In the line description include the text “Split Funding Issue” before any other information. This will help Payment Services 

while auditing expense items. 

6. Update the account or project

information for this portion of

the expense.

7. Click Save and Close.

**A separate expense 

item line will need to be 

created for each portion 

of  the itemization**

This will not delay 

reimbursement 

processing
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Quarterly System Update: Finance 
Item Workaround

8. On the Travel and Expenses screen, select the box next to the expense item you just created.
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Quarterly System Update: Finance 
Item Workaround

9. Click on the Actions button and select Duplicate.

10. The duplicated expense item will open. Update any information for this portion of  the expense item (i.e., amount and 

account string) as normal. 

11. Attach the same receipt as other expense item related to this expense that requires itemization. 

12. Click Save and Close. 

13. Continue these steps by creating separate expense item lines for as many times as needed to itemize an expense item.

14. Once all expense item lines have been created, select all items and add to an expense report.
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Quarterly System Update: Finance 
Item Workaround

15. Once expense items are added to a report, complete the purpose box, review all expense items and payment method 

and submit the expense report. 
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Account Analysis Report Update

The Account Analysis macro file has been updated to include a column on the BudgetSummary tab called “% Remaining.” 

This column has been requested by many users and will provide a percentage view of  remaining spending authority. 

The updated macro file is available on the knowledge base for you to run your own set of  data.  Always use the most 

updated file available to run your own data. The new macro file and Quick Reference Guide can be found on the 

knowledge base: Account Analysis Report in Scheduled Processes and Adding Budget Information
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Financial Reporting Table of  Contents: 
New Reports

Quick Reference Guides for all reports on the Dashboard including how to access the dashboard are located on the Knowledge 

Base:

https://uwyo.teamdynamix.com/TDClient/1940/Portal/KB/?CategoryID=8303

https://uwyo.teamdynamix.com/TDClient/1940/Portal/KB/?CategoryID=8303
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Procure to Pay Report

• Aid in reviewing the life cycle of  purchase requisitions and viewing any open purchase orders within a 

department

• Will provide the purchase requisition status and associated purchase order status 

• Should be used to help close out purchase orders that have either been fully received or need change orders to 

close them

• Provides the account string and/or project number charged to the order

• Easily sort and format report by exporting to excel

Users can narrow down the search results by using the prompts at the top of  the report
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Procure to Pay Report Columns
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Procure to Pay Report Columns Cont.,
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Contract Status Report

• Aid in identifying the status of  a contract within an organization (i.e., Active, 

Expired, Closed, Canceled, Draft, Under Amendment, Pending Signature, Sent for 

Signature, Pending Approval)

• Availability to view a specific contract or to view all contracts within a department 

by utilizing the prompts on the left side of  the report page

• Ability to identify the owner(s) or signer per each contract

• Amount of  each contract is shown on the report 

• Easily sort or format the report by exporting to excel
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Contract Status Report Columns

A description of  what each type of  status means is in the QRG. 
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Questions?
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• Talent Acquisition team looking 
at steps or business processes to 
continually improve upon = 
closer look at the Exception to 
Posting and Direct Hire process

• For about 1300 hires that went 
through this status, the average 
time spent in the "Invite to 2nd 
Pass" status was 2.4 days

• In an effort to decrease turn-
around-time for hires, we've 
updated system configurations 
for direct hires to capture SSN, 
DOB and Gender at time of  
application
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Recruiting: Update to Direct Hire Application
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Recruiting: Update to Direct Hire Application

• This process will have minimal to no impact to all involved.

• For positions that are recruited as direct hires – Temp Lecturers and Graduate 
Assistants and other non-benefited positions this will help substantially 
decrease fill time!

• MORE TO COME! Talent Acquisition and the HR team are continuously 
monitoring and reviewing business processes to ensure optimal outcomes.

• Do you have feedback you would like to provide – or a recommendation on 
ways we can improve the hiring process? Send your feedback or ideas to 
jobapps@uwyo.edu!

mailto:jobapps@uwyo.edu
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End of  Semester Terminations

• As we approach the end of  the semester it is critical that all employees who 
will not be continuing in your department be terminated.

Employee Type Terminate If… Termination Date

Work Study All 2019-20 work studies MUST be 

terminated, regardless of return 

after summer

May 16, 2020

Graduate Assistants Will not be returning for 2020-21* May 31, 2020

Temporary Lecturers Will not be teaching in summer May 31, 2020

Hourly Non-Benefited Will not be working for the next 

110+ days

Last day of  the final pay period they 

worked. Student HNBs who have only 

been being paid via COVID-19 student 

pay (not working any hours) should be 

terminated as of  May 16, 2020.

*More information on how to extend continuing GAs will be available in late May.
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Quarterly System Update: Adding Absences

• End Date for absences will now default to same as Start Date.

For multiple day absences, 

the End Date will need to 

be updated to the final date 

of  the leave.
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Quarterly System Update: Absence Balances

• New section in Absence Balances allow you to more clearly see Absence 
Balance carryover between years.

NEW! Year End Details 

section that outlines ending 

balance and carryover.
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Quarterly System Update: My Team: Compensation

• Supervisors will be able to see compensation details for all assignments when 
their direct reports have multiple assignments.

NEW! Ability to toggle 

between assignments on full 

compensation details page.



Insert College or Department logo here
22

Questions?


