 GRAD ORIENTATION

Welcome to the Neil Armstrong Hall of Engineering (ARMS). Your departmental Business Office should be your first contact to provide business services.  We are here to serve you with all of your accounting and business procedure needs.  The Business Office is located in Armstrong Hall Room 2201.   If you have questions, please don’t hesitate to contact one of the following:

BUSINESS OFFICE STAFF          
	Name
	Title
	Phone
	Email
	Responsibilities

	Brad Anthony
	Business Manager
	45150
	brada@purdue.edu
	AAE, MSE

	Rustie Bodine
	Account Clerk
	45430
	rbodine@purdue.edu
	Sponsored Acct. Mgmt.

	Ethan Chitty
	Account Clerk
	45149
	echitty@purdue.edu
	Purchasing, Biweekly Payroll

	Chris Cowden
	Account Clerk
	40144
	cowden@purdue.edu
	Travel, PMU, PRF

	Lynly Horine
	Account Assistant
	49779
	lhorine@purdue.edu 
	Sponsored Acct. Mgmt.

	Amanda Jackson
	Business Manager
	61213
	wright9@purdue.edu
	ENE, MEP, WIEP

	Shannel Randle
	Account Assistant
	43885
	srandle@purdue.edu
	Monthly Payroll


I.  MONTHLY PAYROLL

As a graduate student you are either paid on a fiscal year (12 month) or academic year (9 months paid over 10 months) schedule.  Monthly paid employees are paid on the last business day of each month.  2013-14 Pay Schedule    

Graduate Payroll Orientation sessions are being held to assist you in completing the paperwork necessary to be established in the payroll system.  If you are not able to attend any of these sessions, please see Shannel and bring appropriate identification in order to complete the necessary documents.  See I-9 List of Acceptable Documents for identification documents that will be needed.  If you have any change in personal information, a Form 13 should be completed.  It is also important that you make the changes in One Purdue, if applicable (i.e. address changes).  Changes in only MyPurdue will not translate to the OnePurdue.  Employee Self Service is another way to update your information.  Go to OnePurdue.  Log-in with your career account and password.  Click Employee Self Service and update your information. 
Graduate Students employed on a fiscal year basis may be granted a maximum of 22 works days of vacation at the same rate of pay that you normally receive. Submit a Form 33 if you are taking any vacation or sick days. Please see the Graduate Student Employment Manual for all other eligible leaves.  Graduate students on an academic appointment are not given vacation days, but they are not expected to work during breaks. 
If you are an international student, please be sure to keep in contact with the business office regarding any expiration dates on your documents.  We will work together to prevent gaps in eligibility for employment.  If you applied for a Social Security Number, please bring your Social Security Card and Passport to the Business Office when it arrives.
Graduate students are eligible for insurance through the University if employed at least half time.  You will need to go to the Push Website to follow instructions and enroll to obtain insurance.  Grads will need to select Student Insurance and then select either “US Citizen/Permanent Resident or International Student”.  You must complete enrollment by September 8, 2013.
There is a fee remit included in all graduate appointments. This is a manual process at this time, so as soon as we are notified that you will be supported by your PI or department, we will submit your name to the Bursar's Office.  It could take up to 1 1/2 weeks to show on your bill.  

If you are needing a letter for ISS to extend your I-20 or VISA, we will need you to have your supervisor send Shannel an email with how long they plan to support you so we can prepare a letter.  WE WILL NOT PREPARE LETTERS WITHOUT AN EMAIL FROM THE SUPERVISOR. 

II.  PURCHASING

Purchasing is responsible for assisting all departments in making the most intelligent and economic product selection as well as adhering to the University's policies and procedures and those dictated by the State and Federal governments.  All purchases require prior academic and comptroller (Business office) approval.  Listed below are the four basic methods available for purchasing items.  The method you choose is based on the type of item to be purchased and the vendor involved.  All order requests must be signed by an individual authorized to commit the use of the funds.  If you wish to be authorized to purchase on your faculty’s accounts, they must complete an account authorization form and submit to the Business Office to delegate their authority.
Purchasing Procedures and Options

Our department uses an internal request to purchase form called the Blue Form. Before any purchase option can be processed the form must be completely filled out with the vendor, name of person requesting the order, account number, specific material used, and signed by the authorized signature.  Submit the form to the business office to get the necessary approvals and proceed with the purchase.  All Blue Forms require Department Head/PI and Business Office approval before a purchase can be completed.  
There are four methods of purchase available, all of which require approval by your faculty (unless delegation has been provided):
1. Credit Cards – Check Out Card
A credit card is available to be checked out for transactions with local vendors.  There is a limit of $500 on these purchases.  If you wish to check out the card, complete the Blue Form and bring it to the business office.  Credit cards need to be returned by 5:00 p.m. the same day unless you have permission from the Business Office. Please return the original itemized receipt when you return the card.
2. Credit Cards – Call In or Online Order
The Business Office has a credit card available for orders that are online or for vendors that are not in SRM.  Complete the Blue Form and bring it to the Business Office.  The staff member and the business office will determine the best option to make the purchase.  Please turn all packing slips in to the Business Office so we know you have received the items and we can approve payment
3. SRM
SRM is a web-based procurement system, developed to expedite orders in a timely fashion.  SRM allows the end users to track where the procurement is in the routing process and if it has been ordered.   Complete the Blue Form and bring it to the Business Office.  To determine if the vendor is an SRM vendor please visit: http://www.purdue.edu/business/procurement/xls/Vendor%20List.xls.   
*Effective September 2013, Purdue will switch procurement systems from SRM to Ariba.  This will allow graduate students the ability to place your own orders if you attend the proper trainings.  More information will be communicated at a later date.
Processing Time:  Requisitions with a value of < $5,000, with a common vendor, and a completed Blue Form (including signatures) will generally be processed within 2 business days.  Purchasing is required to obtain three (3) bids on all capital items, value > $10,000 unless a Waiver of Competitive Bid form is attached to the requisition.  These items, requiring quotations, will take from 2-4 weeks from the time the requisition is initiated to the time an order is written. If you believe there is only one vendor that meets the requirements for the order and can justify to Purchasing that they should not bid the service/material, please complete a Waiver of Competitive Bid Form.
Under no circumstances should you place the order with the vendor.  Purchasing is the only authorized Purdue representative to order items for you.  You can call the vendor to verify price and availability. The requisition should be marked that a quote was given and by whom.

Once you receive the items, report any problems to the Business Office.  Some orders are considered negative approval, which means Accounting will automatically pay invoices unless we notify them of a problem.  Please turn all packing slips in to the Business Office so we know you have received the items and we can approve payment.
4. Reimbursements
You may purchase items yourself and request reimbursement by filling out a Blue Form listing your name as the vendor.  Before purchasing yourself, verify that the purchase is allowed on the account. Please note that sales tax will not be reimbursed.  Technology items (including computers) are not allowed to be purchased outside of the Business Office.  The University preferred and the most economical method is the use of SRM for purchasing.
Unauthorized Orders

Only the Director of Purchasing and his staff are authorized to commit the University for goods and services.  Commitments by any other staff members are not binding on the University, and vendors' invoices covering these commitments may not be honored.

Damaged/Unacceptable Material

Staff members should return equipment for repairs or refunds on their own.  The business office needs to be notified of pending returns and proper approvals will need to be obtained before accepting additional charges.  
III.   TRAVEL ON UNIVERSITY BUSINESS
Travel Authorization

Purdue uses an electronic Travel system, called Concur.  All graduate students employed at Purdue are required to use this system to request to travel and complete your expense reports.  Graduate students will need to attend a Concur training to learn how to use the system, and QRCs (Quick Reference Cards) are available to walk you through step by step.  To access the QRCs you will need to login with: onepurdue\alias and enter your password.  *More information will be communicated at a later date regarding Concur training dates.
In order to minimize out of pocket expenses for travelers, Purdue allows all employees (including graduate staff) to apply for a Visa Travel Card.  Review the Purdue Visa Travel Card Training, and then complete the Travel Card application.  
You will need to update your profile in Concur.  Click the Profile tab, and select Personal Information.  Under Request Settings be sure Christine M. Cowden is listed as a request delegate.  Under Expense Settings be sure Christine M. Cowden is listed as an expense delegate.  If not, please add Christine M. Cowden to both.     

Please add the purpose of travel to the comments section (i.e. ASEE Conference).  Please also remember that foreign travel on federal funds requires prior approval.  NSF requires a U.S. air carrier unless you meet certain criteria.  Please see Guidelines for Foreign-Flag air carrier usage.
Naming Convention for Concur

The College of Engineering requires all travel requests, bookings, and expense reports to follow this naming convention:  Dept Acronym_First Initial Last Name_City of Travel_First Date of Travel.  

(i.e. ENE_AJackson_Chicago_8/12/13).
Travel Reimbursement

Upon completion of your trip, you will submit an expense report within Concur.  Original receipts are required for all expenses submitted for reimbursement $75 or greater.  The receipt must indicate that payment was made in full. NOTE:  Lodging receipts are always required regardless of amount.  

Expenses Under $75:

Receipts are not required if the following apply:

· Expense, other than lodging, is less than $75.  Receipts are always required for lodging. 

· Incidental expenses may be totaled in reasonable categories without receipts as long as the total is under $75, i.e., taxis, shuttles, parking, tolls and telephone calls. Destinations must be listed for all taxi and shuttle expenses.
Transportation Services

University owned vehicles are available for official University business.  The Business Office will complete a Transportation Services Form 1 with the required information at your request. 
Drivers Certification 
An approved MVR (Motor Vehicle Report) should be on file with Risk Management if you would like to be reimbursed for personal mileage, rental cars, or use a university vehicle.  Please complete a Form RM01 and submit to the Business Office for your MVR.  In order to process the MVR, we must have a USA General Release Form (except AK, GA, NH, PA and WA which each have a separate release form). 
Insurance

Optional insurance on rental cars should be declined as the University does cover this while you are traveling on official University business.  You will not be reimbursed for this coverage if you choose to purchase it.  Here is a copy of Purdue’s Rental Vehicle Insurance Card.
IV.   MISC.
Forms:

The link for all of the forms that the Business Office uses is: https://spa2010.itap.purdue.edu/Business/busforms/Pages/default.aspx
Please use the updated form each time you submit a form.  You can search for forms alphabetically, by department, or by form number.  The Business Office also has many forms on the wall outside of our office, ARMS 2201.  

Created by: Amanda Jackson
2013-14 Graduate Orientation
Last Modified: 8/7/2013


