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Step 1: Departments decides to hire an employee (i.e. Exempt, Non-Exempt, Contingent |,
Contingent I and Student Workers).

Step 2: Department submits an RT ticket utilizing the AAOU SSC website by using the
following link http://provost.umbc.edu/shared-services/ This step should be done
immediately as soon as the department decides to hire an individual.

Example of basic step[S] for Payroll Hiring RT:

Step 1 - Select Payroll and Hiring:

<« C | @ provostumbcedy 4 Qe i
i Apps [ UMBC: AnHono 4 AM @ AFSP Il Shared Services  £3 AJs [ Payroll Online S« & RT [ Bu: @ Shared Services

'

Office 6f the

Shared Services

Requestor: Bria McCormick (UY06610) EMail-mccbrial@umbc.edu

“Request Type: [Please select an option v
Payroll and Hinng
Purchasing
Accounts Payable
Attachment(s): Journal Entry
Choose Files | No file chose Foundation Disbursement Request | oo

Choose Files |No file chasen Choose Files No file chosen

Notes/Comments:
Warning Entering data with highly sensitive information, e social security numbers, is not recommended

Submit Clear
* = Required field.
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Step 2 - Select the appropriate action for payroll action:

/ hared Services - (
i C | © provostumbe.edu/shared-se
i Apps [ UMBC: AnHono: S AIM a AFSP Jill Shared Services

©3 AJs ) Payroll Online ¢ & RT [f] Business Templs: @ Shared Services

I . -

#

7 i ,\ v ;. - -_t‘:"“:"~-.}\ 2
Office of the Proyest

Shared Services

Requestor: Bria McCormick (UY08610) EMail-mccbrial@umbc.edu

“Request Type: [Please select an option v
Please select an oplion

Payroll and Hinng

Purchasing
Accounts Payable

Attachment(s): Journal Entry

Choose Files | No file chose Foundation Disbursement Request 1 con
[Eoiaddoisd e

Choose Files | No file chosen | Choose Files  No file chosen
Notes/Comments:
Warning: Entering data with highly sensitive information, ie_social security numbers, is not recommended

Submit | Clear |
* = Required field.

Step 3 - Fill in employee information:

|/ Shared Senices -

- C | © provostumbeedu/shared-se

i Apps [l UMBC: AnHono B4 AM @ AFSP [l Shared Services  £3 Als [ Payroll Online S

& RT [ Business Templa: ¥ Shared Services

Shared Services

Requestor: Bria McCormick (UY06610) EMail-mccbrial@umbc.edu .
*Request Type: | Payroll and Hiring v

*Payroll action: | New Hire Regular (attach letter/personnel requisition) v
‘Employee's First Name:
“Employee’s Last Name:
“Employee’s Contact Phone:
“Employee's Contact Email:
‘Employee’s Date of Birth:

Position #:

“Is the employee already <
on the UMBC payroll? Select

“Primary timesheet approver:

*Secondary timesheet approver:
(Enter a name or 'None')

Sponsor/Affiliation:
*Department: | Please select a department v
“Payroll Effective Date:

“Account Number: | Please select an account number v
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Step 4 - Select “yes or no” for already on UMBC payroll:

Shared Services -

'~ C | © provostumbe edu/shared-se

i Apps [l UMBC: AnHono: ZJAIM @ AFSP Il Shared Services [) Payrolt Online S:

1 Als

Shared Services

Requestor: Bria McCormick (UY06610) EMail-mccbrial@umbc.edu

‘Request Type:

*Payroll action:

‘Employee’s First Name:
“Employee’s Last Name:
“Employee’s Contact Phone:
“Employee’s Contact Email:
‘Employee’s Date of Birth:
Position #:

“Is the employee already
on the UMBC payroll?

“Primary timesheet approver:

“Secondary timesheet approver:
(Enter a name or 'None')

Sponsor/Affiliation:
“Department:
“Payroll Effective Date:

“Account Number:

Payroll and Hinng v

New Hire Regular (attach letter/personnel requisition)

Select v |

No
Yes

Please select a department v

Please select an account number ¥

v

Step 5 - Select appropriate department and Fill in Payroll Date (start date of employee):

/8 Shared Servaces - x Y1 ACTIONGP

€ - C | ® provostumbe edu/shaced

5 Apps l UMBC: AnHono: Z4AIM @ AFSP I Shared Services

Shared Services

rayroun acuon:

‘Employee's First Name:
“Employee’s Last Name:
*Employee’s Contact Phone:
“Employee’s Contact Email:
‘Employee's Date of Birth:
Position #:

“Is the employee already
on the UMBC payroll?

“Primary timesheet approver:

*Secondary timesheet approver:
(Enter a name or 'None')

Sponsor/Affiliation:
‘Department:
“Payroll Effective Date:

“Account Number:

Attachment(s):
*| Choose Files | No file chosen

New Hire Regular (attach letter/personnel requisition)

Select v

[ Please select a department v
10218 - Faculty Development Center
10363 - Provost
10434 - Office of Undergraduate Education
10489 - Academic Opportunity Program
10566 - Faculty Senate
10573 - Student Disability Services
10717 - Alex Brown Center

| Choose Files ' No file chosen
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Step 6 - Select account numbers:
/8 Shored Seaces - x W1 roject =1 % V4@ Stori-myUMBC % VI UMBC - Calendar - X
<« C | © provostumbe.edu/shar,

i Apps [l UMBC: AnHono: S AIM @ AFSP Jifl Shared Services - £3 Als  [) Payroll Online S¢ & RT [ Business Templs ¥ Shared Services
£ L 2 |

Office 6f the Proyest =

Shared Services

Fayron acuon:  New Hire Regular (attach letter/personnel requisition) v -

“Employee's First Name:
“Employee’s Last Name:
*Employee’s Contact Phone:
“Employee’s Contact Email:
‘Employee’s Date of Birth:
Position #:

“Is the employee already

on the UMBC payroll? Stiecty

“Primary timesheet approver:

Please select an account number

“Secondary timesheet approver: “g5107101-Ragular Faculty
(Enter a name or 'None') ' 6010102-Regular Exempt

_— 6010103-Regular Nonexempt
STANON:: | 010108 Ceartinte Ausiitore
*Department: 6010112-Contractual Exempt

6010113-Contractual Non Exempt

*Payroll Effective Date;  6012000-Student Payments
6010111-Contractual Faculty

“Account Number: [Please select an account number v

Attachment(s):
*| Choose Files No file chosen | Choose Files No file chosen

Step 7 - Attached required documentation (see below), make comments and submit:

/B shareq Senaces -~ x VM ACTION: Project #1. x Y @ Stort- myUMBC % VI UMBC - Colendar - X
€ C [ provostumbeedu/shared-se
5 Apps I UMBC: AnHono: S AIM @ AFSP [ Shared Services - £3 Al [) Payroll Online ¢ of RT [l Business Temple: @ Shared Services

Fosition #: A

“Is the employee already .
on the UMBC payroll? Select
“Primary timesheet approver:

*Secondary timesheet approver:
(Enter a name or 'None')

Sponsor/Affiliation:
‘Department:  Please select a department v
“Payroll Effective Date:

“Account Number: |Please select an account number v

Attachment(s):

*| Choose Files | No file chosen | Choose Files No file chosen
Choose Files | No file chosen | Choose Files | No file chosen

Notes/Comments:

Waming: Entering data with highly sensitive information, ie_social security numbers, is not recommended

_Submit | Clear |
* = Required field.

UM BC About UMBC | ContactUs | Equal Opportunity | Community: Il 1
© University of Maryland, Baltimore County + 1000 Hilitop Circle « Baitimore, MD 21250
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x*Documentation that should be attached to the RT ticket:

Exempt & Non-Exempt Employees:

e Human Resource approved personnel requisition form with appropriate signatures,
e Copy of resume

e Appointment letter, and

e Application

Contingent land II;

e Completed contingent contract (must include department and employee’s
signature)

e Resume, and

e Application.

Part-time Existing Faculty Members:

e Part-time supplemental faculty appointment letter with the chart-string,
e compensation amount, and
e Paydates.

Part-time Faculty Members (Non UMBC Personnel):

e Copy of Resume,

e Application,

e Part-time supplemental faculty appointment letter with the chart-string,
e compensation amount, and

e Paydates.

Graduate Assistants:

e Copy of departmental contract, resume, and application

Student Workers:

e Application, and
e Resume

*Personnel Category note:

Contingent I

e Please note, the “if and when needed” category should be selected if the employee will be
working less than 20 hours on a weekly basis.
e The number of hours should also be recorded on the contract agreement.
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e The contingent | contract agreement for the “if and when needed” status can be executed
for:
»  Yearorless, and renewed by a new contract agreement for one year or less.

e The “temporary” category should be selected if the employee will be working more than 20
hours on a weekly basis. The number of hours should be recorded on the contract
agreement. This agreement for the “temporary” status can be executed for:

= Sixmonths or less; and renewed one time by a new contract agreement for six months or
less.

Contingent II:
Employee must work a minimum of 20 hour a week.

*Please note - All UMBC employees must complete the appropriate new hire paperwork
with an AAOU SSC staff member prior to start working.
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Step 1: Department needs to make a purchase.

Step 2: Department submits an RT ticket utilizing the AAOU SSC website by using the
following link http://provost.umbc.edu/shared-services/. This step should be done as soon
as the department has a purchase need.

Example of basic steps for Purchasing RT:

Step1 - Select Purchasing:

/B shared Services - - x Y ACTION: Project =1 X Y@ Start-myUMBC % VI UMBC - Colendar - X

€ C [ @ provostumbeedusnared

3% Apps W UMBC: AnHono: 4 AIM @ AFSP [l Shared Services 3 AJs [) Payroll Online S¢ & RT [l Business Templs: 4 Shared Services
;

Office 6f the Proyest! 4 |:\w ‘

@ x| ;

Shared Services

Requestor: Bria McCormick (UY06610) EMail-mccbrial@umbc.edu

*Request Type: |Please select an option_

v
Please select an option
Payroll and Hiring
Purchasing
Accounts Payable
Attachment(s): Journal Entry
Choose Files | No file chose Foundation Disbursement Request | con
Choose Files | No file chosen Choose Files No file chosen
Notes/Comments:
Waming Entering data with highly sensitive information, ie_social security numbers is not recommended
Submit Clear
* = Required field.
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Step 2 - Select appropriate “Purchasing action”:

/B hrea senvees < Vot ACTIONEProyet 1 X W Sar- myoMeC. % W OMBC - Coencr < ¥
- C | © provostumbe edu/shared-se
i Apps [l UMBC: AnHono: SZJAIM a AFSP [l Shared Services . £3 Als [) Payroll Online S¢ & RT [ Business Templs ¥ Shared Services

Offce o e Pt

Shared Services

Requestor: Bria McCormick (UY06610) EMail-mccbrial@umbc.edu

“Request Type: | Purchasing v
*Purchasing action:
2 Please select an action
Department: 1| ess than $5,000 t .
*Account Number: 32000000 . humber .
Attachment(s):
Choose Files | No file chosen | Choose Files No file chosen

| Choose Files | No file chosen | Choose Files | No file chosen
Notes/Comments:

Waming: Entering data with highly sensi

information, ie.social security numbers, is not recommended

(2| (000
* = Required field.

Step 3 - Is purchase PCard eligible?

/B Shoreq servces < V1 ACTON: Prject 1 % V@ it yOMBE % VI UVBE - Caendor

i~ C | © provostumbe.edu/shared-serv

i Apps [l UMBC: AnHono: SJAM a AFSP [l Shared Services  £3 Als [ Payroll Online S¢ & RT [ Business Templa
v ]

# Shared Services

Shared Services

Requestor: Bria McCormick (UY06610) EMail-mccbrial@umbce.edu

“Request Type: | Purchasing v
“Purchasing action: |Less than $5,000 4
“Is purchase pcard eligible?: [Select an option v |
Select an option
*Department: Ng yartment v
“Account NUmber: |65, +.uw crewicount number v

“Vendor Name:

*Vendor Website/Phone#:
“Tax id:
Total Amount:
Iter Name Ttem # Price peritem | Quantity Line Total
1 deicts
2 delete
3 delete
4 delete
5 deloto
Add Row
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Step 3 - If “N0” is selected, fill out all information domains with a red asterisk beside it:

/B shared Services - ¢ x Y1 ACTON: Project &
€ C | O provostumbeedu/shared-se
i Apps [l UMBC: AnHono 4 AM @ AFSP Il Shared Services

£3Als [} Payroll Online §

Office 6f the Prowest

Shared Services

o RT [{] Business Templ:

# Shared Services

Requestor: Bria McCormick (UY06610) EMail-mccbrial@umbc.edu

“Request Type: | Purchasing v
“Purchasing action: | Less than $5,000 4
“Is purchase pcard eligible?: [No )
*Department: | Please select a department v
“Account Number: | Please select an account number v
“Vendor Name:
*Vendor Website/Phone#:
“Tax id:
Total Amount:
tem Name Wem# | Price peritem | Quantity | Line Total |
1 delete.
2 delete.
3 delete.
4 delete
5 delete.
Add Row

Step 3 part 2 - If “yes” is selected, fill out all information domains with red asterisk beside it:

|/ shared Services - ¢ x Y1 ACTHON: Project &8
€ C | O provostumbeedu/shared-se
i Apps [l UMBC: AnHono 4 AM @ AFSP Il Shared Services

Office 6f-the.

1 Als

1) Payrolt Online S
]

Shared Services

o RT [{] Business Templ:

~

Requestor: Bria McCormick (UY06610) EMail-mccbrial@umbc.edu

“Request Type:
“Purchasing action:
“Is purchase pcard eligible?:

“Does vendor accept PCard?:

Purchasing v
Less than $5,000 v
| Yes v

Select an option v

*Department: Please select a department v
“Account Number: Please select an account number v
“Vendor Name:
“Vendor Website/Phone#:
“Tax id:
Total Amount:
item Name tem ¥ Price peritem | Quantity Line Total

Gl a[ole) =

HHHH

10
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Step 4 - Does vendor accept PCard?:

/88 svared services - < Y myUMBC Colendar -~ x 1§
€ - C [© provostumbeedusnared se =
3% Apps [l UMBC: AnHono: 4 AIM @ AFSP [l Shared Services  ©£3 AJs [) Payroll Online S« & RT [l Business Templs 4 Shared Services

Shared Services

Requestor: Bria McCormick (UY06610) EMail-mccbrial@umbc.edu

“Request Type: Purchasing v
“Purchasing action: ' Less than $5,000 v
*Is purchase pcard eligible?: Yes v
‘Does vendor accept PCard?: [No 7]
‘Department: ' Please select a department v
“Account Number:  Please select an account number v

“Vendor Name:

“Vendor Website/Phone#:
“Tax id:
Total Amount:
item Name Ttem # Price per item | Quantity Line Total
1 delete
2 delete.
3 delete.
4 deiete
5 delete.
Add Row

NOTE - If selection is “Yes”, there is no need for a RT. Please see your departmental PCard
Holder.

|/ shared Services - ¢ x UM

1. myUMBC ﬁﬁ - Calendar - w_ “ =0l X
€ C | @ provostumbe.edu/shared-se Q| :

# Apps [l UMBC: AnHono S4AM @ AFSP I Shared Services  ©3 Als [ Payroll Online S« & RT [f] Business Templ:  # Shared Services

Shared Services

Requestor: Bria McCormick (UY06610) EMail-mccbrial@umbc.edu
‘Request Type: Purchasing v
“Purchasing action: ' Less than $5,000 v
“Is purchase pcard eligible?:  Yes v
*Does vendor accept
PCard?:

s 7]

Cannot use this form. See your departmental PCard

Rk holder.

11
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Step 5 - If selection is “no™:

 Shared Services - ¢

€ C | @ provostumbe.edu/sh e

Shared Services

pps [ UMBC: AnHono: S AIM @ AFSP Jill Shared Services  £3 Als [} Payroll Online S« & RT [ Business Templs ¥ Shared Services

Requestor: Bria McCormick (UY06610) EMail-mccbrial@umbc.edu

“Request Type: Purchasing v
*Purchasing action: Less than $5,000 v
“Is purchase pcard eligible?: Yes v
“Does vendor accept PCard?: [No_ ]
‘Department: ' Please select a department v
“Account Number: ' Please select an account number v

“Vendor Name:

“Vendor Website/Phone#:

“Tax id:

Total Amount:
Item Name Item # Price per item Quantity | Line Total
1 delete
2 delete.
3 dolete
4 deiete
5 delete.
Add Row

Step 6 - Select Dept. Number:

|/ Shared Senaces -

* C | @ provostumbe.edu/sh e

Shared Services

pps B UMBC: AnHono: S AIM @ AFSP Jill Shared Services - £3 Als [} Payroll Online S« o RT [ Business Templs: ¥ Shared Services

Requestor: Bria McCormick (UY06610) EMail-mccbrial@umbc.edu

“Request Type:

“Purchasing action:

*Is purchase pcard eligible?:
“Does vendor accept PCard?:

Purchasing v
Less than $5,000 v

Yes v
No i
“Dep: Please select a department v
Pl jepartment
“Account Number: "o; ity Development Center
10363 - Provost

10434 - Office of Undergraduate Education

“Vendor Name: 134522 : :ﬁm";&f"?"““"‘/ Program
*Vendor Website/Phone#: 10573 - Student Disabiliy Services
[A0717: 85 Brown Cormer _ |
“Tax id:
Total Amount:
item Name Wem# | Price peritem | Quantity | _Line Total
1 | ‘deiete
2 delete
3 deiete
4 delete.
5 delcte
Add Row

12
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Step 7 - Select Account Number:

/T Shared Senvces -«
€ C[© provostumbeedy s

i Apps [l UMBC: AnHono S4AM @ AFSP Il Shared Services  ©3 AJs  [) Payroll Online S« & RT [f] Business Templ:  # Shared Services

Shared Services

Requestor: Bria McCormick (UY06610) EMail-mccbrial@umbce.edu

“Request Type:

“Purchasing action:

*Is purchase pcard eligible?:
“Does vendor accept PCard?:
“Department:

“Account Number:

“Vendor Name:
“Vendor Website/Phone#:
“Tax id:

Total Amount:

Purchasing v
Less than $5,000 v

Yes d

No v

Please select a department v

Please select an account number x
Please select an account number N
7029900-Other - Tech
7020100-Honorariums
7030100-Postage
7030200-Telephone
7030600-Cell Phone Equip
7040100-In State Routine Op
7040300-Out-of-State/Routine Op
| 7040330-Travel - Foreign
7062000-Utilities Electricity

ltem Name Item 7069901-Utilities Reimbursement Total

7070100-Purchase Cost Motor Veh >5k
7070200-Gas and Oil

7070300-Motor Vic. Maint and Repair

7070400-Insurance
7080100-

7080105-Employment - Advertising

o o] o) =

7080400-Printing and
7080800 Rental

Add Row

HHH U

| 7080900-Equipment Maint & Repair |

Step 8 - Fill out “Vendor Name”, Vendor Website/Phone#, and “Tax i.d.”:

|/ T shared Servces -«
<« C | @ provostumbeedu erv

# Apps [l UMBC: AnHono: Z4AIM @ AFSP [l Shared Services - £3 Als [} Payroll Online S¢ & RT [l Business Templs: ¥ Shared Services

Shared Services

“Vendor Name:

“Vendor Website/Phone#:
*Tax id:
Total Amount:
Ttem Name Ttem # Price per item | Quantity Line Total
1 delete
2 delete.
3 delete.
4 delete
5 delete
Add Row
Attachment(s):

Choose Files | No file chosen
| Choose Files | No file chosen

Choose Files No file chosen

| Choose Files  No file chosen

Notes/Comments:

Warning: Entering data with highly sensitive information, ie_social security numbers, is not recommended

Submit | Clear |

Step 9 - Add Item Information (Item name, Item #, Price per item, Line total)

13
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Step 10 - Attach relevant documentation and add comments, if needed:

/T Shared Senvces -«
i C | @ provostumbcedu ervices o
# Apps [l UMBC: AnHono: Z4AIM @ AFSP [l Shared Services - 3 Als [} Payroll Online S¢ & RT [ Business Templs: ¥ Shared Services

“Vendor Name: =
“Vendor Website/Phone#:
“Tax id:
Total Amount:
Item Name Ttem # Price peritem | Quantity | Line Total
1 delete.
2 delese
3 delete.
4 delete =
5 gelete
Add Row
Attachment(s):
| Choose Files | No file chosen Choose Files No file chosen
| Choose Files | No file chosen | Choose Files No file chosen
Notes/Comments:

Waming: Entering data with highly sensitive information, ie_social security numbers, is not recommended

| Submit | | Clear |
* = Required field.

About UMBC | Contact Us | Equal Opportunity | Community: Il 1
© University of Maryland, Baltimore County + 1000 Hilltop Circle + Baltimore, MD 21250

Step 11 - Submit RT.

14
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Step 1: Department receives invoice from Accounts Payable/Vendor

Step 2: Department submits an RT ticket utilizing the AAOU SSC website by using the
following link http://provost.umbc.edu/shared-services/ This step should be done as soon
as the department receives invoice.

Example of basic steps for Accounts Payable RT:

Step 1 -Select Accounts Payable:

/B shared Services - - x VM ACTION: Project =1 X Y@ Start-myUMBC % VI UMBC - Colendar - X
= C | © provostumbe.edu/shared
# Apps [l UMBC: AnHono B4 AM @ AFSP Il Shared Services  £3 Als [ Payroll Online S« & RT Business Templa: ¥ Shared Services

ABOUT v ACADEMICS v ADMISSIONS v ARTS & CULTURE v ATHLETICS v | RESEARCH v SUPPORTUMBC v
X & ;

Yy ’: '8 - \

Office 6f the Provest !

Shared Services

Requestor: Bria McCormick (UY06610) EMail-mccbrial@umbc.edu
“Request Type: |Accounts Payable.
“AP action: | Please select an action v
“Department: | Please select a department

“Account Number: |Piease select an account number

Attachment(s):
Choose Files  No file chosen Choose Files  No file chosen
Choose Files | No file chosen | Choose Files | No file chosen

Notes/Comments:
Naming Entering data with haghly sensitive information ie social secunty numbers is not recommended

Submit Clear
* = Required field.

provostumbc.edu

15
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Step 2 - Select AP action:

|/ Shared Senaces -
e C | © provostumbe.edu/share
i Apps [l UMEC: An Honc

£3AJs ) Payroll Online ¢ & RT [ Business Templ:

Shared Services

Requestor: Bria McCormick (UY06610) EMail-mccbrial@umbc.edu

“Request Type: | Accounts Payable

AP action: |Piease select an action ¥
Hease select an action
‘Department: [Honoranum it v
. .| Misc Reimbursement
"Account Number: VishdoF payrents
Working Fund
Other

umber v

Attachment(s):
Choose Files | No file chosen | Choose Files No file chosen
| Choose Files | No file chosen | Choose Files | No file chosen

Notes/Comments:
Waming Entering data with highly sensitive information, ie. social security numbers. is not recommended.

* = Required field.

If “Honorarium is selected:
“myUMBC  x VBI UMBC - Colendar - X
Q *

- C | © provostumbe.edu/shared-serv
# Apps [l UMBC: AnHono: ZJAIM @ AFSP [l Shared Services . £3 Als [) Payroll Online S¢ & RT [ Business Templs: ¥ Shared Services
]

Shared Services -

Shared Services

Requestor: Bria McCormick (UY06610) EMail-mccbrial@umbc.edu
“Request Type: | Accounts Payable v
AP action: [Honorarum v
‘Department: | Please select a department

“Account Number: | Piease select an account number

Attachment(s):
Choose Files | No file chosen
les | No file chosen L

| Choose Files No file chosen
Files | No file chosen

Notes/Comments:
Waming: Entering data with highly sensitive information, ie. social security numbers, is not recommended

St ol
* = Required field.

16
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If “Misc Reimbursement” is selected:

/B shared senaces -« x {1 ACTION: Project =1 X Y @ Start- myUMBC VI UMBC - Colendar - X L 3
€  C | O provostumbcedu/shared-serv
i Apps [l UMBC: AnHono 4 AM @ AFSP Il Shared Services  ©3 AJs  [) Payroll Online S« & RT [f] Business Templ:  # Shared Services

Office B the Proyost

Shared Services

Requestor: Bria McCormick (UY06610) EMail-mccbrial@umbc.edu
“Request Type: | Accounts Payable v

AP action: [Misc Reimbursement v

‘Department: | Please select a department v
“Account Number: | Please select an account number v
Attachment(s):
Choose Files  No file chosen | Choose Files  No file chosen
_Choose Files | No file chosen | Choose Files | No file chosen
Notes/Comments:

Waming Entering data with highty sensitive information, ie. social security numbers. is not recommended.

[subrt | [ Clear
* = Required field.

If “Vendor Payments” is selected:

|/ T shared Servces -« I myUMBC "
€ C | O provostumbeedu/shared-se Q%
Apps [l UMBC: AnHono: 4 AM @ AFSP [l Shared Services  £3 AJs [ Payroll Online S« & RT [ Business Templs:  # Shared Services
]

Office 6f the Proyest 1k

Shared Services

Requestor: Bria McCormick (UY06610) EMail-mccbrial@umbc.edu
“Request Type: | Accounts Payable v

“AP action: |Vendor payments v

‘Department: | Please select a department v
“Account Number: | Please select an account number v
Attachment(s):
Choose Files  No file chosen | Choose Files  No file chosen
| Mﬂ’ﬁ No file chosen | fnioofiﬂles No file chosen
Notes/Comments:

Waming: Entering data with highly sensitive information, ie_ social security numbers. is not recommended

Submit Clear

* = Required field.

17
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If “Other” is selected:

|/ B shared Services
€ C | O provostumbe.edu/shared-se
i Apps [l UMBC: AnHono: 94

iM @ AFSP [ Shared Services 3 AJs [ Payroll Online S« & RT [ Business Templs:  # Shared Services
]

Office 6f the Prowest

Shared Services

Requestor: Bria McCormick (UY06610) EMail-mccbrial@umbc.edu

“Request Type: | Accounts Payable v
“AP action: [Other v
“Other AP action:
*Department: | Piease select a department v
“Account Number: |Please select an account number v
Attachment(s):
Choose Files | No file chosen Choose Files |No file chosen
| Choose Files | No file chosen | Choose Files | No file chosen
Notes/Comments:

Warning: Entering data with highly sensitive information, ie_social security numbers, is not recommended

Submit | Clear

* = Required field.

Step 3-Select Department:

o ST LT
- C | @ provostumbe edu/shared-se

Apps [l UMBC: AnHono: 4 AM @ AFSP [l Shared Services  £3 AJs [ Payroll Online S« & RT [ Business Templs:  # Shared Services
]

Office 6f the Prowes

N

Shared Services

Requestor: Bria McCormick (UY06610) EMail-mccbrial@umbe.edu
“Request Type: | Accounts Payable v

“AP action: |Piease select an action v

‘Department: |Please select a department v
Ploase select a department
“Account Number: 46218 - Faculty Development Center
10363 - Provost
10434 - Office of Undergraduate Education
10489 - Academic Opportunity Program
10566 - Faculty Senate
Attachment(s): 10573 - Student Disability Services
Choose Files |No file chog 10717 - Alex Brown Center

| Mﬂ’ﬁ No file chosen L fnﬁooiiﬂles" No file chosen

Notes/Comments:

Waming: Entering data with highly sensitive information, ie_ social security numbers. is not recommended

Submit| Clear, |
* = Required field.
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AAQU SSC RT User Guide

Step 4 - Select Chartstring:

|/ T Shared Services -
- C | @ provostumbcedu/shared-serv
# Apps [l UMBC: AnHono S4AM @ AFSP Il Shared Services  ©3 Als

& RT [ Business Templ:  # Shared Services

Office 6f the Prowest

1) Payrolt Online S

Shared Services

Requestor: Bria McCormick (UY06610) EMail-mccbrial@umbc.edu

“Request Type: | Accounts Payable v
“AP action: |Honorarium v
“Department: | 10363 - Provost ¥
*Chart String: |Please select a chart string

“Account Number:

Please select a chart siring =
[ 1111710363 061_Provost Office Operating
1113 10363 012-MAIN-D0007373_Alex Brown Entrepreneurship Minor

| 1113 10363 021-CNV-CV388751_Provost DRIF
| 1113 10363 021-MAIN-00001966_A-21 Fund DRIF
| 1113 10363 021-MAIN-00003846_Provost Central DRIF
Attachment(s): 1113 10363 021-MAIN-00003847__Provost Central Faculty StartUp
Choosa Files | No fila cf 1113 10363 021-MAIN-00005798_Research Trust Fund
s 1113 10363 021-MAIN-SEED3PRO_Provost UMB_UMBC Seed Grant
| Choose Files No fle ¢l 1117 10363 041-MAIN-00007019_ Retriever Leaming Center (RLC)
| 1113 10363 042-CNV-CV388918__Computer Replacement (CRI)
.| 1113 10363 061-MAIN-00002072_ Provost Support
Notes/Comments: | 1113 10363 061-MAIN-00005942__Chapter 22 - Phi Kappa Phi
Warning Entering data with | 1113 10363 061-MAIN-00006635__UMBC ROTC Program
| 1113 10363 061-MAIN-00007011_Academic Program Review (APR)
| 1113 10363 061-MAIN-00007317__W.I.SE
1113 10363 061-MAIN-00007555__Facuity Affairs
| 1113 10363 061-MAIN-00007574_NSF 13 Non-Grant Funded
[ Clear || 1113 10363 061-MAIN-00007575_Planning: Gates Foundation Non-Grant
| 1113 10363 061-MAIN-00007618__PAHB Operating Funds -

Submit

* = Required fleld.

Step 5 - Select Account Number:

|/ T shared Servces -«
« C | @ provostumbc.edu/shared-serv
i Apps [l UMBC: AnHono S4AM @ AFSP Il Shared Services  ©3 Als

QK|

[ Payroll Online S« & RT [ Business Templ:  # Shared Services

Office 6f the P

Shared Services

Requestor: Bria McCormick (UY06610) EMail-mccbrial@umbc.edu

“Request Type: | Accounts Payable v
“AP action: |Honorarium v
“Department: | 10363 - Provost v
*Chart String: | Please select a chart string v

“Account Number:

Attachment(s):

Please select an account number
Please select an account number =
7029900-Other - Tech
| 7020100-Honorariums
| 7030100-Postage
| 7030200-Telephone

Choose Files | No file ci 7030600-Cell Phone Equip

| 7040100-In State Routine Op

| Choose Files |No file cf 7040300.0ut-of-State/Routine Op

Notes/Comments:

Waring Entering data with | 7070100-Purchase Cost Motor Veh >5k

| 7040330-Trave! - Foreign
| 7062000-Utiities Electricity
7069901-Utilties Reimbursement
1s not recommended
| 7070200-Gas and Oil
| 7070300-Motor Vie. Maint and Repair

| 7070400-Insurance
| 7080100-Advertising
Submit | Clear “ 7080105-Employment - Advertising
* = Required fleld. ~'| 7080400-Printing and Reproduction

| 7080800-Equipment Rental
| 7080900-Equipment Maint & Repair -
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AAQU SSC RT User Guide

Step 6 -Attach relevant documentation and write comment, if needed:

/T Shared Senvces -«
<« C | ® provostumbceedy, erv
# Apps [l UMBC: AnHono S4AM @ AFSP I Shared Services  ©3 AJs  [) Payroll Online S« & RT [f] Business Templ: ) Shared Services

Requestor: Bria McCormick (UY06610) EMail-mccbrial@umbc.edu

“Request Type: | Accounts Payable 2
*AP action: | Honorarium v
“Department: | 10363 - Provost v
“Chart String: | Please select a chart string v
*Account Number: |Please select an account number 2
Attachment(s):
Choose Files  No file chosen | Choose Files | No file chosen
| Choose Files | No file chosen | Choose Files ' No file chosen
Notes/Comments:
Waming: Entering data with highly sensitive information, e_social security numbers, is not recommended

| Submit | |
* = Required field.

UM BC About UMBC | ContactUs | Equal Opportunity | Community: i1 e

A8 HORG0E ORIVERSITY 1N BASVIANS © University of Maryland, Baltimore County + 1000 Hilltop Circle « Baitimore, MD 21250

Step 7 - Submit RT.
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Step 1: Department needs a Journal Entry created.

Step 2: Department submits an RT ticket utilizing the AAOU SSC website by using the
following link http://provost.umbc.edu/shared-services/. This step should be done as soon
as the department has a journal entry need.

Example of basic steps for Journal Entry RT:

Step 1 - Select Journal Entry:

Wsmessoncer Voo XV o VROuREcom < S e
= C | © provostumbe.edu/shared QAk |
i Apps [l UMBC: AnHono B4 AM @ AFSP [l Shared Services  ©3 Als [ Payroll Online S« & RT Business Templa:  #§ Shared Services

Requestor: Bria McCormick (UY06610) EMail-mccbrial@umbc.edu
“Request Type: [Journal Entry
= Please select an option
JE Type | payroll and Hiring
Purchasing

*Requester Info: |Accounts Payable
Journal Entry
Foundation Disbursement Request

“Approver Info:
Reference Number:

*JE Description:

Please select a department
“Debit:

Please select an account number

Please select a department

“Credit:
Please select an account number
Debit and credit amounts must be equal

“Will this journal entry

impact a sponsored project?: Please select an impact type ¥

UM BC About UMBC | Contact Us | Equal Opportunity | Community: K1 1

© University of Maryland, Baltimore County + 1000 Hilltop Circle + Baltimore, MD 21250
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Step 2- Select JE type:

|/ Shared Senaces -
< C | @ provostumbc.edu/shared-se

x T™M

i Apps [ UMBC: AnHono: S4AIM @ AFSP Il Shared Services  £3 Als [ Payroll Online S¢ & RT [l Business Templa  # Shared Services

Requestor: Bria McCormick (UY06610) EMail-mccbrial@umbc.edu

‘Request Type:
*JE Type

“Requester Info:

“Approver Info: d

Reference Number:

*JE Description:

“Debit:

“Credit:

“Will this journal entry
impact a sponsored project?:

Journal Entry v

[Please select an option ¥

Please select an option

Correction/Adjustment

Transfer/Support

Please select a department v

Please select an account number v

Please select a department v

Please select an account number v
Debit and credit amounts must be equal

Please select an impact type v

About UMBC

Contact Us

Equal Opportunity

Community Do 8N
© University of Maryland, Baltimore County + 1000 Hilltop Circle + Baltimore, MD 21250

Step 3 - Fill out all requester info, approver info, Reference # if available and JE

Description:

/8 Shored Services - x Y1 AGH
i~ C | @ provostumbe.edu/shared-se

i Apps [l UMBC: AnHono: S AIM @ AFSP Jifl Shared Services

£3Als ) Payroll Online S

o RT [§ Business Templs: # Shared Services

Requestor: Bria McCormick (UY06610) EMail-mccbrial@umbc.edu

‘Request Type:
*JE Type

“Requester Info: -

Journal Entry v

Correction/Adjustment v |

*Approver Info:

Reference Number:

*JE Description:

“Debit:

“Credit:

“Will this journal entry
impact a sponsored project?:

Please select a department v
i y bit | e
Please select an account number v
Please select a department v
Line description
Please select an account number v

Debit and credit amounts must be equal

Please select an impact type v

About UMBC

Contact Us

Equal Opportunity | Community: K118

© University of Maryland, Baltimore County + 1000 Hilltop Circle « Baitimore, MD 21250
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Step 4 - Select department for debit amount (411 Revenue + or 413 Expense +):

/T Shared Senvces -« ]
€ C | @ provostumbe edu/shaed-serv Q%
# Apps [l UMBC: AnHono S4AM @ AFSP I Shared Services  ©3 AJs  [) Payroll Online S« & RT [f] Business Templ: ) Shared Services

Requestor: Bria McCormick (UY06610) EMail-mccbrial@umbc.edu
“Request Type: |Journal Entry v
*JE Type | Correction/Adjustment v

“‘Requester Info: -

“Approver Info: —— : o ik

Reference Number: Numt

*JE Description:

[Please select a department v

IR Ficase sclect a department

Debit: 0218 - Faculty Development Center

10363 - Provost

10434 - Office of Undergraduate Education

10489 - Academic Opportunity Program

10566 - Faculty Senate

10573 - Student Disability Services

10717 - Alex Brown Center

Other

“Credit: e ——
Please select an account number v
Debit and credit amounts must be equal

“Will this journal entry

impact a sponsored project?: Please select an impact type ¥

About UMBC | ContactUs | Equal Opportunity | Community: i1 e

© University of Maryland, Baltimore County + 1000 Hilltop Circle « Baitimore, MD 21250

Step 5 - Fill out all debit information (Dept, complete chartstring, debit amount, line
description -why funds are being transferred, and Account #):

|/ Shared Senaces -
- C | © provostumbe edu/shared-se -
it Apps [l UMBC: AnHono: 4 AIM @ AFSP Jill Shared Services - ©3 AJs [ Payroll Online S¢ & RT [ Business Templs  ## Shared Services

“Approver Info:

Reference Number:

*JE Description:

102182 Eacully Biavlopment Centar X
. Please select a chart stri v
“Debit: - t N -
Please select an account number v
Please select a department v
“Credit. 1 nt descr
Please select an account number v

Debit and credit amounts must be equal

“Will this journal entry

impact a sponsored project?: Pléesy sslpctin knpectpe ™

Attachment(s):
| Choose Files | No file chosen | Choose Files | No file chosen
Choose Files | No file chosen | Choose Files | No file chosen

Naban /O Anamsanta:

UM BC About UMBC | Contact Us | Equal Opportunity | Community: K11 B

© University of Maryland, Baltimore County + 1000 Hilltop Circle + Baftimore, MD 21250
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Step 6 - Select department for credit amount (410 Revenue - or 412 Expense -):

| . Shared Services - x

C | © provostumbe edu/shared-se
i Apps [l UMBC: AnHono: ZJAM @ AFSP [l Shared Services  £3 AJs [) Payroll Online S¢ & RT [ Business Templa:  #f Shared Services

Offi

ce 6f the Prouost

Shared Services

| 10218 - Facuty Development Center v
Ple

‘Please select an account number v

[Please seloct a depatment v
Please soloct a department
“Credit: | 10218 - Facuity Development Center
10363 - Provost v
10434 - Office of Undergraduate Education
10439 - Academic Opporturity Program
10565 - Facuity Senate
“Will this journal entry | 10573 - Student Disabilty Services

impact a sponsored project? "Dﬁm’f - Alex Brown Center
.

pl

Attachment(s)
Choose Files | No file chosen Choose Files | No file chosen
Choose Files | No file chosen Choose Files | No file chosen
Notes/Comments.
ning. Entering data with hghly sensitive informatan, ie. S0cial securly numbers 1 not recommended
Subemit Clear %

pportunty | Communty i@

UMBC About UMBC | Contact Us | E

© University of Maryland, Baltimore County

Hilitop Circle » Baltimore, MD 21250

Step 7 - Fill out credit amount information. (Credit, complete chartstring, debit amount, line
description -why funds are being transferred, and Account #):

/8 shared Servces - ¢ x (1 ACTONEProject o3
i C | © provostumbe edu/shared
i Apps [l UMBC: AnHono: Z§AIM @ AFSP Jifl Shared Services - £3 Als [) Payroll Online S¢ & RT [ Business Templa: ¥ Shared Services

aQ w

“Approver Info:

Reference Number:

“JE Description:

10218 - Faculty Development Center v
Please select a chart string v

*Debit:

Please select an account number v

10218 - Faculty D Center v
Please select a chart string v

“Credit: L
Please select an account number v
Debit and credit amounts must be equal

“Will this journal entry

impact a sponsored project?: Popisy ssiact ah Wipact fyps v

Attachment(s):
Choose Files | No file chosen | Choose Files No file chosen
Choose Files  No file chosen | Choose Files No file chosen
RS R R i . o

About UMBC | Contact Us | Equal Opportunity | Community K1 £l 8
© University of Maryland, Baltimore County + 1000 Hiltop Circle + Baltimore, MD 21250
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NOTE: Debit and credit amount MUST MATCH!

Step 8 - Select sponsored project impact:

hared Services -

C | @ provostumbeed

Apps [ UMBC: AnHono: 4 AIM @ AFSP [ Shared Services - [3 AJs [} Payroll Online S« & RT [f] Business Templa:  #f Shared Services
. [Approver First Narm lAg ast Nam -
‘Approver Info: — : =
me ¥
Reference Number:
*JE Description: |Jesc
10218 - Faculty Development Center .
Please select a chart stri 2
Please select an account number v
10218 - Faculty Development Center v
Please select a chart string v
'Credit:_ it Amount C Line descrpbion
Please select an account number v
Debit and credit amounts must be equal
“Will this journal entry
< eto. | Please select an impact type ¥
impact a sponsored project?: Please select an impact type
No
Yes
Attachment(s):
Choose Files | No file chosen Chaose Files No file chosen
Choose Files | No file chosen Chaose Files No file chosen
Bl 1 i o b -
UMBC About UMBC | Contact Us | Equal Opportunity | Community: I [C@ B
e © University of Maryland, Baltimore Gounty + 1000 Hilltop Circle * Baltimore, MD 21250

Step 9 - Attach relevant documentation and write comment, if needed:

x V@ Stort-myUMBC x Y B UMBC - Calendar - % L. §

& RT [ Business Templa: ¥ Shared Services

|/ Shared Seaces - x U
e C | @ provostumbe edu/shared-ser
it Apps M UMBC: AnHono: Z4AM @ AFSP i Shared Services  £3 Als [} Payroll Online §

Please select a chart string

*Debit: - N
Please select an account number v
10218 - Facuity Development Center v
Please select a chart string v

*Credit: o0 nt Line description
Please select an account number v

Debit and credit amounts must be equal

“Will this journal entry .
impact a sponsored project?:

Attachment(s):

Choose Files  No file chosen Choose Files  No file chosen
| Choose Files | No file chosen | Choose Files No file chosen
Notes/Comments:

Waming: Entering data with highly sensitive information, ie_social security numbers, is not recommended

Subonk | (Cloar |
* = Required field.

About UMBC | ContactUs | Equal Opportunity | Community: i & B

© University of Maryland, Baltimore County + 1000 Hilltop Circle « Baltimore, MD 21250

Step 10: Submit RT.
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