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1. Oak Identification Number & Password

· The Oak ID and password will be needed to access most University financial systems including Oracle Financial Management System, Concur, University Workforce system, University professional development training registration system, etc.

· Contact http://technology.ohio.edu  If forget or problem with Oak ID/password

2. Budget Responsibilities

· If you have budget responsibilities, contact the OU-COM Finance and Accounting Office to set up orientation meeting.

3. Long Distance Access Card

· Check with supervisor if business long distance access card is necessary and, if so, what account(s) to be charged.  If more than one account to be charged, you will need more than one access number.
· Contact http://technology.ohio.edu  to establish business and/or personal long distance access accounts.

· Become familiar with OU-COM policy #5.05, Telephones: Long Distance Bobcat Account Cards.

4. Copier System Access

· Check with supervisor on all account numbers that you will need to be able to bill for copy/print jobs.

· Contact Greg Jolley, Accounting Specialist, in OU-COM Finance and Accounting Office to set up access to copier & printing system.  He will need the account numbers.

· Contact COM Medical Informatics if need software added to computer in order to send print jobs to floor copiers.

5. Oracle Financial Reports and Online Access to Detail
· Check with supervisor what type of budgetary responsibilities your job includes and what you will need access to, such as financial reports, online transaction detail, etc.  Your supervisor will need to give you the account numbers you are responsible for.

· Contact Kelly Gorscak, Accounting Associate, in OU-COM Finance and Accounting Office to set up access to Oracle Financial Reports.
· Contact COM Medical Informatics if need Oracle software downloaded to computer.

6. Purchasing Card (P-Card)

· Check with supervisor whether or not you are to have a P-Card.  If so, complete the P-Card Application Form.

· After the Form is signed by your supervisor and budget manager, the form should be forwarded to the OU-COM Finance and Accounting Office for approval and processing.

· In addition to the University policies and procedures regarding P-Card usage, you must be familiar with and follow the OU-COM P-Card Guidelines located at http://www.oucom.ohiou.edu/AFS/p-card.htm
7. Travel

· If your position requires travel or you are responsible for processing other employees travel related expenses, you must be familiar with all University policies and procedures as well as any OU-COM related policies (5.01 Food Expense Policy, 5.02 Local Travel, etc.)
8. Resources

There are many resources made available to University employees to assist in fiscal responsibilities.  Listed below are just a few of the web sites.
· OU Division of Finance   http://www.finance.ohiou.edu/index.html 
Forms and Manuals   http://www.finance.ohiou.edu/forms/index.htm
Travel Web Site   http://www.finance.ohiou.edu/travel/index.html
Preferred Vendors  http://www.ohio.edu/finance/purchasing/index.cfm
Financial Training   http://www.finance.ohiou.edu/financials/training.html 
Accounting Manual   http://www.finance.ohiou.edu/accounting/index.htm
P-Card Policy   http://www.ohiou.edu/policy/55-074.html
OU Policies http://www.ohio.edu/policy/index.html  (policy #s 50-59 related to purchasing)

· OU-COM Administrative and Financial Services   http://www.oucom.ohiou.edu/AFS/
Forms   http://www.oucom.ohiou.edu/AFS/forms.htm
P-Card Guidelines   http://www.oucom.ohiou.edu/AFS/p-card.htm
Budget Manager Responsibilities http://www.oucom.ohiou.edu/AFS/budget_manager_responsibilities.htm
· OU-COM InfoCOM QuickLinks   http://www.oucom.ohiou.edu/infocom/index.htm
OU-COM Policies   http://www.oucom.ohiou.edu/policy/
9. Workforce Time and Attendance System

· If you are a classified employee, check with your supervisor that you are set up in Workforce and that the appropriate account(s) is charged. 

· If you are a supervisor of classified or student employees, check with your supervisor on what accounts your employees will be charged.  

· Contact COM Human Resources if you have problems accessing your timesheet or those you supervise.

