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New Employee Training 
and Refresher Course 

The Purchasing & Contracts Office in 
conjunction with other areas in Finance 
& Administration are launching a new 
training initiative focused on new 
employees as well as those existing 
employees that would like a reminder 
of existing policies, procedures, and 
tips and tricks for interacting with 
Finance & Administration. Our first 
session will be February 14th and 21st. 
 
The February 14th training, will offer a 
high level overview of the following 
topics:  IT access and the Technical 
Support Center, Facilities service 
requests and vehicle checkout, budgets, 
FOAPs, approver responsibilities, 
Purchasing policies and procedures, 
Accounts Payable policies and 
procedures, journal entries, procedures 
for hiring new staff, scheduling on 
campus events and the UNC ID Card. 
The target audience for the February 
14th event is any new or existing 
employee that interacts with Finance & 
Administration, including but not 
limited to FOAP approvers, 
Department Chairs, Deans, AVP’s, 
Directors, Business Managers, 
Program Managers, and Admin 
Assistants. These will be quick 
overview sessions, each lasting only 
about 15 minutes.  The event will run 
8:30 – noon. 
 
The February 21st training will be a 
more in-depth training covering cyber 
security, Information Management 
Systems (such as Office 365 and 
Skype), FERPA training, Institutional 
Reporting, Purchasing procedures, 
Accounts Payable procedures, and 
Contracting on behalf of the 
University. The first half of this 
training is targeted to the same 
attendees as the first day. The second 
half is targeted to folks such as 
Business Managers, Administrative 
Assistants, Accounting Techs, 
Program Assistants, however anyone 
that is interested in learning about these 
topics is encouraged to attend.  Each 

session will run approximately 30 
minutes.  The event will be 8:30 – 
12:30 (with a break after the IM&T 
session at approximately 10:05). 
 
The tentative agenda for both days is 
attached to this newsletter. Since space 
is limited, we ask that you register for 
each session (Day 1 Session, Day 2 
IM&T Session, Day 2, Institutional 
Reporting Session, Day 2 Purchasing 
& Contracts Session – which includes 
Accounts Payable, or the entire Day 2 
Session). You can register for each 
session by emailing 
Purchasing@unco.edu 
 
This training will be offered again on 
May 16th and 23rd, August 1st and 8th, 
and November 14th and 28th (2019 
dates will be published in the Fall 
semester). 
 

Imaging and 
Uploading PCard Receipts 
The deadline for transitioning to 
imaging and uploading PCard receipts 
and approving PCard statements online 
in the Wells Fargo system was 
December 31, 2017. The majority of 
UNC colleges and most UNC 
programs were able to fully transition 
to imaging and uploading PCard 
receipts prior to the deadline--well 
done, Bears!  
 
Most of the remaining departments and 
programs who were unable to meet the 
deadline have already contacted 
Purchasing and set up training sessions 
that will take place during faculty 
meetings in January 2018. However, 
there are still a few departments who 
need to set up training sessions. If you 
have not already done so, please 
contact Alta Herndon, 
alta.herndon@unco.edu or Morgan 
Gray morgan.gray@unco.edu to set up 
a day and time for PCard receipt 
imaging training for your department. 
 

We would like to send a hearty thank-
you to each of you for your continued 
effort to grow and improve the PCard 
program. Your remarkable effort in 
rapidly transitioning to imaging PCard 
receipts and approving PCard 
statements online makes our campus 
greener and more environmentally 
sustainable while achieving cost-
savings for your department! 
 

Spring Carnival 
In our last newsletter, we asked 
everyone to Save the Date for our 
Purchasing and Contract Office Spring 
Carnival. The event will be March 8th 
in the University Center Columbine 
Suites. You’ll have an opportunity to 
visit 8-10 tables where you’ll learn 
information about various topics 
including contracts, purchasing 
guidelines, official functions, p-cards, 
travel, uniform grant guidelines, 
RFP’s, and accounting topics. At each 
station, you’ll also get to play a 
carnival game for a chance to win a 
prize!  So mark your calendars and be 
sure to join us March 8th.  Time to be 
determined. 

Save the Date! 
 
Finance and Administration Training: 
For New Employees, or Employees who 
would like a refresher. 
‐ What you Need to Know About Finance & 

Administration (2-part series) 
 Overview on February 14, 2018 
 In Depth on February 21, 2018 
 Overview on May 16, 2018 
 In Depth on May 23, 2018 
 Overview on August 1, 2018 
 In Depth on August 8, 2018 
 Overview on November 14, 2018 
 In Depth on November 28, 2018 

 
Spring Carnival: 
hosted by Purchasing & Contracts 
‐ March 8, 2018 
Vendor Show: 
‐ October 9, 2018 
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Staffing Changes 
General Accounting: A new accountant 
will be joining the General Accounting 
department starting Tuesday, January 
16th. Her name is Heather Clark and she 
comes to UNC from CU Boulder. Her 
UNC email address is 
heather.clark@unco.edu  and her direct 
line is 970-351-1826.  Please see the 
General Accounting website for an 
updated “So Who Is Your Accounting 
Specialist” to see if she will be 
covering your area. She will also be 
handling daily banking duties, Energy 
Cap entries and EIO’s.  Please help us 
in welcoming our new employee! 

Purchasing & Contracts: Dorian 
Vought resigned effective December 8, 
2017 to pursue other opportunities.  
Dorian is certainly missed. We 
anticipate filling her position in mid to 
late spring. For any general inquiries to 
the Purchasing & Contracts 
Department, please email 
Purchasing@unco.edu  

There’s a New Account 
Code in Town! 

The General Accounting Office has 
been working hard to incorporate the 
new reporting requirements related to 
grants and equipment purchases (grant 
equipment is defined as a single item 
with a value of $5,000 or more) under 
the Uniform Guidance. In order to 
facilitate this process, we have added a 
new, non-capital account code: 72280. 
This account, NonCap Equipment 
Grant Funded, is to be used for all 
equipment purchases using grant 
(35xxx and 36xxx) funds that are under 
$10,000. Equipment purchases 
$10,000 and over should still be 
recorded in 79170.   

Please start using account code 72280 
when setting up purchase orders and 
when reallocating PCard equipment 
purchases to all 35xxx and 36xxx 
funds. If a purchase is recorded to a 

different account, but you believe it 
should be in 72280 or 79170, please do 
not hesitate to contact Alex Estevez in 
General Accounting at extension 1-
2389 or via email at 
Alejandra.Estevez@unco.edu. 
Incorrectly coded expenditures can be 
moved via a journal entry.      

Once General Accounting reviews the 
transaction and determines that it is 
appropriate to record the expense to 
72280 and it meets the $5,000 
threshold, we will issue a blue grant 
property control tag. If the value of the 
equipment is $10,000 or greater, then 
you will receive both a red and blue 
(grant) tag.  The red tag is for UNC’s 
capitalization purposes while the blue 
tag is to meet the grant tracking 
requirements. 

 
NEW 

2018 Mileage Rate! 
Effective January 1st, the mileage rate 
for calendar year 2018 increased from 
$0.48 to $0.49 per mile. The Travel 
Authorization Form has been updated 
to reflect the new mileage rate and is 
available on our website: 

http://www.unco.edu/purchasing/forms/  

Please use the updated Travel 
Authorization Form for travel 
occurring in 2018. If you have already 
completed and submitted travel 
authorization forms for upcoming 2018 
travel, you do not need to submit new 
forms. Simply use the updated Travel 
Reimbursement Form available on our 
website, once travel is complete, to 
ensure you receive the 2018 mileage 
rate.  

 

 

 

 

For travel that occurred in 2017 that has 
not yet been reimbursed, a copy of the 
Travel Reimbursement Form providing 
the 2017 mileage rate will remain 
available on our website until July 1, 
2018. 

Please remember that per the IRS, 
travel reimbursements submitted more 
than 60 days after the return date of the 
trip may be considered income and 
therefore subject to tax withholding. 

 
 

 
 

FAQ’s! 
1) If I am making a purchase using a federal grant 
(35XXX or 36XXX fund), are there any special 
procurement requirements I need to know about? 
 
       Yes, if you are making a purchase of $3,500 
or greater (regardless of whether it is a good or 
service), you must obtain a minimum of 2 
quotes prior to making the purchase.  You must 
also check to see if the vendor has been debarred 
prior to making the purchase.  You can check if 
a vendor has been debarred by going to 
https://www.sam.gov and selecting “Search 
Records”.   Federal grant purchase that do not 
meet these requirements will be charged back to 
a department or college account 
 
2) I received a call from a company asking for 
information about my copier or printer so they can 
ship me toner, is this legitimate? 
 
       No, if you receive this type of call, please 
know that it is ALWAYS a scam.  UNC’s actual 
vendors will never call you to order toner, verify 
an existing toner order, pay an outstanding toner 
invoice, or call to verify information about your 
copier and/or printer.  For your convenience, we 
have attached a notice that you should print off 
and place near all of your printers and copiers. 
 



Time Department Topic
8:30 - 8:45 Purchasing & Contracts Introduction and Overview of Day 1
8:45 - 9:00 IM&T IM&T Support Overview
9:00-9:15 Facilities Service Requests, Door Access and Vehicle Check Out

9:15 - 9:30 Financial Services Budget
9:30 - 9:45 Financial Services FOAPS and other Accounting Information (General Accounting)

9:45 - 10:00 Financial Services Approver Responsibilities (General Accounting)
10:00 - 10:15 Break
10:15 - 10:30 Purchasing & Contracts Purchasing policies and procedures (including grants and contracts)
10:30 - 10:45 Purchasing & Contracts Accounts Payable, Pcards and Travel
10:45 - 11:00 Financial Services General Accounting:  Journal Entries
11:00 - 11:15 HR & Payroll How to hire faculty & staff (both exempt and classified)
11:15 - 11:30 Conference Services How to schedule an event or conference
11:30 - 11:45 Purchasing & Contracts UNC ID Card
11:45 - 12:00 Purchasing & Contracts Wrap Up and Discussion of Day 2

Time Department Topic
8:30 - 8:35 Purchasing & Contracts or IM&T Introduction and Overview of Day 2
8:35 - 9:05 IM&T IM&T Portal, Access and Training
9:05 - 9:35 IM&T Productive and Efficiency Tools (Office 365)

9:35 - 10:05 IM&T Cyber Security
10:05 - 10:15 Break
10:15 - 10:45 IRAS Reporting

10:45 - 11:15 Purchasing & Contracts
Purchasing Processes:  Requisition, Encumbrance Requirements, Sole Source and Bid 
Procedures

11:15 - 11:45 Purchasing & Contracts
Accounts Payable Processes:  Xtender, Pcards Imaging, Travel, Independent 
Contractors

11:45 - 12:15 Purchasing & Contracts Contracts:  Contracting and the Use of OnBase
12:15 - 12:20 Purchasing & Contracts Wrap Up

Day 1

Day 2

New Employee & Referesher Training
Presented by Finance & Administration
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