LSLS

MONTHLY BUSINESS
MANAGERS” MEETING

“ADVANCE BILLING SYSTEM AND STUDENT AWARD ENTRY”
“LSU ONLINE”

Tuesday, April 9, 2013
9:30am —11:00 am
Student Union — Atchafalaya Room

- Presented by Accounting Services



Announcements

May 14, 2013 - Yearend Seminar
Location Change: Royal Cotillion Ballroom

June 11, 2013 — Records Retention and Geaux Shop

E-mail Maria Cazes at mcazes@I|su.edu in advance
with specific questions on records retention



mailto:mcazes@lsu.edu

Advance Billing System (ABS) and

Student Award Entr
Larry Butcher, CPA



Advance Billing System (ABS)

ABS stores and tracks pertinent information for
registration and reporting

Q Tuition and Fees

0 Course Charges

0 Scholarships and Exemptions
Q Loans

0 Deferments



Course Fees

Course fees must be approved in accordance with Policy
Statement 42: Course Fee Policies and assessed through ABS

Course fees should be reviewed by departments to ensure
they are appropriate and reasonable

Revenue should be segregated and appropriately managed to
ensure it is expended for its intended purpose

Course descriptions in the General Catalog should be
reviewed



Course Fees
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Reconciliation

-
Must be performed on a monthly basis

Reporting Tools

0 Accounts Receivable Transaction Activity Report
Accounts receivable activity

0 Subsidiary Detail Ledger



Exemptions

Exemption reports are distributed to departments
each semester

A TRX code is required to enter an award

Exemptions should be entered in ABS to student
accounts prior to fee bills being published

A departmental representative will receive a daily
report indicating exemptions requiring approval



Exemptions

Exemptions, scholarships, and fellowships must be
requested an authorized on an AS498

0 Complete an AS498: Request to Establish
Scholarship/Fellowship

0 Obtain required signatures
0 Route as indicated on the form

Awards funded by the LSU Foundation are
established by completing an AS492: Request to
Establish a University Foundation Account



Exemptions
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Exemptions
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ABS — Model Awards
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Exemptions

-
ABS — Model Award Detail
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Exemptions

-
ABS — Student Awards

| %] LSUMVS-secure - A - AIHOD670 =S

Eile Edit View Communication Actions Help

STUDENT RWARDS
Functiaon SAHLD
Mame Humphre

AlAdd]  ClChange

Awd Auth Enroll xpire HA Amounts 1 Applied
Cod St =1 MM : ? ] Amount

3,186.75

. A
FEE WAIYER GEMERAL

de Table Menu * e Menu udent Menu
Menu *F 10 & =Ta : tem Menu

MO MORE




Reconciliation

Must be performed on a monthly basis by an
individual not involved in the process of awarding
exemptions

Reporting Tools

0 Exemption/Cash Award Activity Report

Exemption and cash award activity for the current fiscal
year

0 Accounts Receivable Transaction Activity Report
Accounts receivable activity

0 Subsidiary Detail Ledger



Exemption/Cash Award Activity

EROCRAM TISE3143 LOUISIANA STATE UNIVERSITY - OFFICE OF BURSAR OPERATIONS EBRCE 1
EXEMPTION/CASH AWABD ACTIVITY REPFORT FCR EPRST YERR
2012 FISCAL YERR - A8 OF MONTH ENDINC 0772011

8T CUST KER HRME UNIV FEES RCAD EXC FEE TECH FEE HOUSING  FOOD SERVICE BOOKS OONT EDTC OTHER/CRSE TOT EXEMFT

X005 15081-0702
INTL STU UNDERCHAD HONOR AWRD
¥R

STULENT RID

CERTIFICATIONS ABE REQUIRED TO EE SUBMITIED 10 THE OFFICE OF UNDERSHADUATE
ADMISSIONS AND STUDENT RID IN COMPLIANCE WITH UNIVERSITY ROLICIES AND FROCEDURES.

THE STUDENTS BELCW RARE AFFRCOVED TO RECEIVE TEE INTL STT UNDERCEAD HONOR AWHD
HWARED. BY OUR SIGNRTUHES BELOW, WE RHE CERTIFYING THRT WE HAVE HEVIEWED THE
NECESSRAY DOCUMENTRTION FOR THESE STUDENTS, THRT WE REE MAINTRINIKGZ THIS
DOCTMENTATION ON FILE FOR FIVE YEARS IN OUR OFFICE SUBJECT TO AUDIT REVIEW, RAND
THAT WE HAVE DETEBMINED THAT THIS DOCUMENTATION ADEQUATELY SUBPORTS THE
ELICIEILITY OF THESE ITUDENTS TC RECEIVE THIS AWARD ACCORDINC TD THE CRITERIA
CUTLINED BELOW:

STATUS: FULL-TIME
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2012 FISCAL YERR - XS OF MONTH ENDING 072011
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Student Award Entry (SAE)

SAE entries are initiated to record departmental
and external cash awards, fellowships, and
scholarships

A TRX code is required to enter an award

Access to SAE is granted based upon GLS account
access

Awards can be paid in 5 installments for Fall/Spring
and 2 installments for Summer



Student Award Entry (SAE)

-
From System Menu, Type SAE and <ENTER>

| = Mainframe. WS

B B A% BE @ ks 2 5 e

SAEMENU STUDENT RAWARD ENTRY SYSTEM
PRIMARY MENU

F2 ---- TO FIND AN AWARD DOCUMENT

F3 ---- TO CREATE, VIEW OR CHANGE AN AWARD DOCUMENT

#*% WELCOME TO THE STUDENT AWARD ENTRY SYSTEM ##%

1=HELP 2=SAEINQ 3=SAEHEAD 4=SAEDETL 5=TISMENU B6=SYSMENU
7=ABSINFO 8=HRMMENU 9=SRRMENU 10=DIRMENU 11=GLSMENU 12=L0GOFF

MA a 18/031

£j128 Connected ta remote serverfhost lsumvs.snce.lsu.edu using lufpoal A1IP1013 and part 5023 \Wlsu-gsprintyCM4091 on NeO1:



Student Award Entry (SAE)
-

Hit <F2> to enter student award

| =¥ Mainframe. WS

B B 2% @[ ] % 2 & el

SAEAAH STUDENT RAWARD ASSIGNMENT HERDER
REQUIRED DATA
ACTION: A (A/ADD,C/CHANGE,D/DELETE, S/STATUS CHG, V/VIEW) CODE: AAH

DOCUMENT NBR: TOT LINES: DOCUMENT TOTAL:
DOCUMENT STATUS: (FOR STATUS CHANGE) AUTO ACCEPT:
TRX CODE : ACCOUNT:
CONTACT NAME: CONTRACT PHONE:
COMMENTS

———————————————————————————— STATUS INFORMATION ==-========-mmmmmmmmmmmmmmmo o
I - INCOMPLETE W - WORKED

P - PENDING A - APPROVED

F - FINANCIAL AID

ADD: CHG:

1=HELP 2=SAEINQ 3=SAEMENU 4=SAEDETL 5=TISMENU 6=SYSMENU
7=ABSINFO 8=TRXCODE 9=PRINT 10=DIRMENU 11=GLSMENU 12=LOGOFF

MA a 14/020

£j128 Connected to remate server/host lsumvs,snce.lsu,edu using lufpool A1IP1013 and port 5023 ‘ilsu-gsprintCM4091 on MNedl:



Student Award Entry (SAE)

Enter student information, term code, award amount and installments

| =¥ Mainframe. WS @@

B B 2% BE @ s 2 5 e

SAEAAD STUDENT AWARD ASSIGNMENT DETAIL
STUDENT NOT ON DIR
ACTION: A (R/ADD,C/CHANGE,V/VIEW) CODE: AARD

DOCUMENT NBR: 35263 TOTAL LINES: 0000 DOCUMENT TOTAL: 0.00
STUDENT STUDENT TERM AWARD NBR

SEQ LsuU ID NAME CODE AMOUNT  INSTALL
25/2012 1,000.00 5

CALCULATED TOTAL: 0.00

1=HELP 2=SAEINQ 3=SAEHEAD 4=SAEMENU 5=TISMENU B6=SYSMENU
7=PREVPAGE 8=NEXTPAGE 9=PRINT 10=DIRMENU 11=GLSMENU 12=LO0GOFF

MA a 09/008

2,128 Connected ko remote serverfhost lsumvs.snce.lsu.edu using lufpoal A1IP1013 and part 5023 ‘WIsu-gsprintyCM4091 on NeO1:



Student Award Entry (SAE)

00000000
Hit <F9> to print

Obtain required signatures

Route SAE document to the Office of Student Aid
and Scholarships



Reconciliation

Must be performed on a monthly basis by an
individual not involved in the process of awarding
cash awards or fellowships

Reporting Tools

0 Exemption/Cash Award Activity Report

Exemption and cash award activity for the current fiscal
year

0 Accounts Receivable Transaction Activity Report
Accounts receivable activity

0 Subsidiary Detail Ledger



Exemption/Cash Award Activity
I sSss

Exemption/Cash Award Activity

This job will pull all Exemption/Cash Award activity for a specific account

beginning July 1st of the selected fiscal year through the end of the month selected.

Report Parameters

*You must enter either account or transaction code

Account: | |

or

Transaction Code: |

If you selected a G/L account, enter an object code

Object Code: | |

* End month: | JULY v

*Fiscal Year: | |

* Qutput Format:

* Indicates a required field.



Exemption/Cash Award Activity
I sSss

PROGRAM TI353143 LOUISIANA 3JTATE UNIVER3ITY - OFFICE OF BUR3AR OPERATICN3 PAGE 3
EXEMPTION/CASH AWARD ACTIVITY REPCRT FOR FAST YEAR
2012 FI3CAL YEAR - A3 OF MONTH ENDING 07/2011

3T CO3T HER HAME UNIV EEE3 ACAD EXC FEE TECH EEE HOU3ING FODD JERVICE BOOES CONT EDOC OTHER/CASH TOT EXEMET

X005 15081-0702
INTL 3TU UNDERGRAD HOWCR AWRD
AR
JTIUDENT AID
TERM =13/2012
que €,303.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 €,303.00
TERM 13/2012 TOTAL3 €,503.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 €,503.00

X005 1s081-0702
INTL 3I0 UNDERGRAD HOWOR AWRD

AXR
JTUDENT AID
FY TOTAL3 EXPENDITUBE3 €,304.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 €,503.00
TENTATIVE 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00

GRAND TOTAL €,503.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 €,503.00




Accounts Receivable Transaction Activity Report

LOUISIANA STATE UNIVERSITY
SUBSIDIARY DETAIL LEDGER
FOR PERIOD 03/01/2011 YO 03/31/2011
115605700-L! $ DEPT OF EDUCATION

Bili Type=CR
Expire Date = 08/15/2011 F&A Cost =/0.0000 Fringe Ben = G/0.3300
ACCOUNT CAT SUM ORJ CODE OBJ TRANSACTION EFFECTIVE  ENTRY NBR ENT VOUCHER SOURCE PROJCT BUDGET REVENUE ENCUMBERED
oBJ DESCRIPTION CODE DESCRIFTION DATE LINE NBR STAT TYPE-NBR DOCUMENT EXPERDITURE
115605700 EXP 6000 GRADUATE FELLOWSHIPS 6630 FELO 0 B210 20110330 FAD5001 20110330 00119223-0087 C TS- 3458 CR-033011 G 0.00 5,194.08 0.00
115605700 EXP 6000 0.00 5,194.08 0.00
115605700 EXP 0.00 5,194.08 * 0.00
Treasurer Information System
Transaction Activity Report
TRANSACTION ACCOUNT DESCRIPTION TERM LSUID NAME MONTHLY TRX ENTRY OBJECT
ACTIVITY DATE NBR
B210 11560-5700 Grad Asst/Areas of Natl Need 25/2011 JEEISSHEEE SREREEmNIEIERS, ‘i,627.07 20110330 0 6630
11560-5700 Grad Asst/Areas of Natl Need SRR Gy 1.424.47 20110330 0 6630
11560-5700 Grad Asst/Areas of Natl Need SRR SRR, 804.60 20110330 0 86630
11660-5700 Grad Asst/Areas of Natl Need [ietnattens Wbt ot vl N 1,337.94 20110330 0 6630
B210 25/2011 5,194.08
B210 5,194.08

vk The Transaction Activity Report must be reconciled to the ledger and the
department’s list of students who should receive the awards.



Internal Controls

Internal controls — accounting and administrative
practices established and maintained by
management to provide reasonable assurance that
organizational objectives are being met

0 Reconciliation
0 Segregation of duties

Q Appropriate system access



Questions
e

Bursar Operations
oyd Hall

bursar@]Is

tp://www.fas.Isu.edu/AcctServices/bur/
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LSU Online

Mary Stebbing



