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Pierce Hall: home to Student Business Services and Business Systems Support
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Business Area and Contact

Business Area

Contact Information

PARKING

Dionne Hammes

Parking Records Administrator
Hoyt Building
dhammes@emich.edu

7-3450

PAYROLL

Rhonda Linderman

Payroll Manager

Hover Building
payroll.questions@emich.edu

7-2393
FINANCE SYSTEM ACCESS Julie Goble
Finance System Access Accountant/Analyst

General Finance Access
Access Points
Finance Operational Forms

Hover Building

jgoble@emich.edu
7-2056

FINANCE TRAINING RESOURCES

Drew Daniels

Sr. Instructional Technologist
Halle Library
adaniels@emich.edu

7-4317

BUDGET

Veda Jenkins

Associate Director University Budget
Hover Building

vienkins@emich.edu

7-3226

GENERAL ACCOUNTING

Timothy Griffith

Manager Accounting and Reporting
Hover Building

tgriffith@emich.edu

7-3226

CASH HANDLING

Vaughn Levy

Manager, Cash Management
Pierce Hall
vlevy@emich.edu

7-8481

PURCHASING
Purchasing

Shipping, Receiving and Mail Services

Telecommunications

General Office Inquiry

Dean G. Backos

Director of Purchasing
875 Ann Street, Suite 122
dbackos@emich.edu
7-4428

Stephen Siller
Manager of Shipping, Receiving and Mail Services
1215 N. Huron River Dr.

ssiller@emich.edu
7-4386

Cynthia Palombit
Telecommunications Specialist
106 Halle Library
cpalombit@emich.edu

Camille Humble

Senior Clerk

875 Ann Street, Suite 122
chumble2@emich.edu
7-1200
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ACCOUNTS PAYABLE
Accounts Payable

Payment Card

Travel

Tammy Walters

Accounts Payable Manager
112 Hover Building
twalters1@emich.edu
accounts.payable@emich.edu
7-0022

William Pollard

Payment Card Administrator
112 Hover Building
wpollard@emich.edu
accounts.payable@emich.edu
7-3600

Donna VanRaden

Travel Auditor

112 Hover Building
dvanraden@emich.edu
accounts.payable@emich.edu
7-0022

GRANT ACCOUNTING

Joel Clendenin

Manager Sponsored Accounting
Hover Building

busfin _grantaccounting@emich.edu
7-1323
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FEASTERN MICHIGAN UNIVERSITY

Business and Finance Division
Transacting Business at Eastern Michigan University

Parking

For more information: http://www.emich.edu/parking

I E 5 STERN Scheme B Calendars & Directories | Maps & Directions | My.emich

MICHIGAN UNIVERSITY
Education First Parents & Visitors | Faculty & Staff | Ask EMU | Give to EMU

ABOUT EMU ADMISSIONS STUDENTS COMMUNITY & ALUMNI ATHLETICS UNIVERSITY LIFE APPLY NOW

Home Hang Tags & Permits

Complete the appropriate form and visit Parking Parking Info

Welcome to the Parking Department L 2 d
Service counter to acquire Parking Hang Tag.

The Parking Department provides adequate parking and transportation services for Faculty, Staff, 1200 Oakwood

Students and Visitors while on Eastern Michigan University's Main Campus. EMU Parking Department Ypsilanti, MI 48197

oversees enforcement of parking regulations and traffic control, while managing parking hang tags

sales, fines, gate receipts and meters. Hours: 8:30am-4:30pm
Phone: 734.487.3450
Fax: 734.485.4649

News and Announcements: Email

FALL HANG TAG REQUIRED: Commuter hang tags must be displayed on the rear view mirror by
September 13, 2011. Any vehicle that is parked in a designated lot on or after September 13, 2011
without a valid space will be ticketed.

Residents (anyone living on campus) must have their hang tag displayed on the rear view mirror and
must be parked in designated Resident areas only. If a vehicle is parking in a resident area without a
hang tag it will be ticketed.

Business Resources

Ordering Hang Tag 2011 Parking Updates
Parking Map Bus Services

Campus Map

Eastern Michigan University DPS Health & Safety
Ypsilanti, MI, USA 48197 EMU Housing 3 Convocation Center
Parking: 734.48 50 Dining Services

Contact EMU | Copyright

Business and Finance Division 1 http://www.emich.edu/busfin/docs/finane-info-
Revised date: 2/27/2012 11:21:00 AM booklet pdf

2/27/2012 11:21 AM


http://www.emich.edu/parking/index.php

EASTERN MICHIGAN UNIVERSITY

Business and Finance Division
Transacting Business at Eastern Michigan University

Payroll

For more information: http://www.emich.edu/controller/payroll

For more information on Web Time Entry:
http://www.emich.edu/training/selfservice/employee/employee-ts-11-open.php

I E 5 STERN Color Scheme B Calendars & Directories | Maps & Directions | My.emich

MICHIGAN UNIVERSITY
Education First Parents & Visitors | Faculty & Staff | Ask EMU | Give to EMU
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Forms

Welcome Menu

When are
Welcome to the Eastern Michigan University Payroll web site! paydays? = Welcome
2 ; Web Time Entry
fidential

We provide accurate and timely University payrolls by efficiently maintaining and submitting con
Payroll Calendars

information to employees, departments, financial institutions, and external agencies.
Electronic W-2 o2
Information w-4

Special Check Process

Direct Deposit Direct Deposit
Process Payroll Deductions

Wireless Allowance

FAQ
Forms
Business Resources Staff
Payroll Check Calculator International Employee Tax Exemption
Higher One Instructions HR Employment & Recruiting
Relocation Policy Earn Codes
IRS Shift Codes

Eastern Michigan University Office of the CFO CACUBO SunGard Higher Ed
Ypsilanti, MI, USA 48197 Board Of Re The Chronicle of Higher GASB

Office of the Controller: 734.487.332 Board Of Re Ed IRS Forms and
Contact EMU | Copyrigh P Schedule NACUBO Publications
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EASTERN MICHIGAN UNIVERSITY

Business and Finance Division
Transacting Business at Eastern Michigan University

Finance System Access

For more information: http://www.emich.edu/bss/systemaccess.php
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BUSINESS SYSTEMS SUPPORT

Responsibilities Business Systems System Access External Resources Computer Support Training Contact

System Access BSS Info

Business Systems Support provides different system access instructions as well as forms required to 203 Pierce Hall
obtain access. For relevant information, please choose the link from the list below. Ypsilanti, MI 48197

Requesting System Access Helpful Links ssg;s,e.: 87832235;“8 460

Activate my.emich Account System Access Check List

Request Banner Access Banner Access Application Process System Access Check List

Banner Finance Access Information Access Security Rules ensures you have pre-requisite

Banner AR Access (Student and Non-Student) Reset my.emich Account Password access (e.g. network and emich

Banner HR/Position Control/Payroll Access Reset My Banner Password accounts)

VPN Request Reset NT Domain Password

Guest Wireless Access \

Fill out the appropriate form
to request System Access.

Business Resources

Banner Systems Planned/Unplanned System Outages
EagleMail Sign Up For System Outage Notifications
ePrint Login Business Objects Enterprise (BOE)

IT Magic Ticket Guest Manager

Eastern Michigan Universi Business & Finance Student Business
Business Systems Support: 734.487.84 Office of the Controller Service

203 Pierce Hall University Budget Purchasing
Ypsilanti, MI, USA 48197

Contact EMU | Copyright
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EASTERN MICHIGAN UNIVERSITY

Business and Finance Division
Transacting Business at Eastern Michigan University

Banner Systems

Fore more information: http://www.emich.edu/bss/bannersystems.php

I E 5 STERN Color Scheme W Calendars & Directories | Maps & Directions | My.emich
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ABOUT EMU ADMISSIONS ACADEMICS STUDENTS COMMUNITY & ALUMNI ATHLETICS UNIVERSITY LIFE APPLY NOW

BUSINESS SYSTEMS SUPPORT

Responsibilities Business Systems System Access External Resources Computer Support Training Contact

Provides documentation on
Business Systems Banner Systems and electronic Menu
library of user guides.

Business Systems Support provides Banner Systems and Documentation links as a courtesy to our = Banner Systems
customers to fill everyday needs related to business systems. Banner Documentation
Administrator Login pages Ancillary Systems (3rd
for BlackBoard, eBill, Party)
Banner Systems HigherOne and PaymentNet 5

System Maintenance
Banner (INB) Self-Service Luminis ("my") Release Guides
BERP selfservice.emich.edu (BERP) my.emich.edu (BERP)

QUAL QUAL testmy.emich.edu (QUAL) BSS Info

UTST UTST

Click my.emich.edu to access
finance self-services, queries
BERP BERP and online requisitions.
QUAL QUAL Hours: 8am-5pm
uTsT DEVL Phone: 734.487.8460

203 Pierce Hall

Appworx AppXtender Web
Ypsilanti, MI 48197

Click here to learn more about
“ planned and unplanned System
Business Resources Maintenance on campus.

Banner Systems Planned/Unplanned System Qutages
EagleMail Sign Up For System Qutage Notifications
ePrint Login Business Objects Enterprise (BOE) [

Click BOE to access on-demand,

/ IT Magic Ticket Guest Manager = 5
real-time financial data.

Click ePrint for a historic look
at financial data, daily and
monthly reports.

Eastern Michigan University Business & Finance Student Business Parking
stems Support: 734.487.8460 Office of the Controller Services Eagle Crest

203 Pierce Hall University Budget Purchasing T

Ypsilanti, MI, USA 4819

Contact EMU | Copyright © 2010
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Business and Finance Division
Transacting Business at Eastern Michigan University

Training Resources

For more information: http://www.emich.edu/bss/training.php
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BUSINESS SYSTEMS SUPPORT

Responsibilities Business Systems System Access External Resources Computer Support Training

Training BSS Info

Knowledge Bases 203 Pierce Hall
Ypsilanti, MI 48197
IT Training Website EMU eTraining

I Niki T Hours: 8am-5pm
CollaborationWid Access live budget data, check PCard Phone: 734.487.8460

charges, and create and approve
purchasing requisitions.

Specific Resources

Admin ERP Systems Manage Your Budget / Other

Application Xtender Budget Queries EagleChat (IM)
INB (Banner) Payment Card (PCard) EagleMail

BOE Reporting Requisitions PGP (WDE)
ePrint

JIRA

Self-Service

Business Systems Resources

Banner Systems Planned/Unplanned System Outages
EagleMail Sign Up For System Outage Notifications
ePrint Login Business Objects Enterprise (BOE)

IT Magic Ticket Guest Manager
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EASTERN MICHIGAN UNIVERSITY

Business and Finance Division
Transacting Business at Eastern Michigan University

Finance Training Resources

For more information: http://www.emich.edu/training/finance/content/index.php

Online Registration View Training Schedule for
for Finance classes available Finance classes.

TRAINING HOME Training Registration | Training Calend | RequestB Access | INB Launch Page
Requisitions Finance Training Resources TS
Approvals Business and Finance rolled out changes to the Banner Chart of
My.Emich Budget Queries Accounts on July 1, 2011, the first day of the 2012 fiscal year, Req Process QRG
This project changed the way data is stored in Banner, and Overview of the Req/PO process

how users view that data.
Online Req QRG

As part of this process, online requisitions were rolled out to all Step-by-step instructions on
campus departments. On the right you will find quick reference creating online requisitions
guides for the various tasks in creating online requisitions.

Contact Purchasing at 487-1200 for questions on online Approvals QRG

requisitions. Step-by-step instructions on

approving requisitions

Questions? New Code Lists:
email: =
it.training@emich.edu BUdSIEt Queries QRG
¢ Active Org Code List Steps to perform budget queries
. in My.Emich
e Account Code List - Expense Codes Y
e Account Code List - Revenue Codes
s Account Code List - Revenue and Expense Codes
EMU Division of IT EMU Home | Contact EMU | Site Map | Directories | Calendars | My.emich | Search
Ypsilanti, MI, USA 48107
University Information:
734.487.1849
Business and Finance Division 6 http://iwww.emich.edu/busfin/docs/finane-info-
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EASTERN MICHIGAN UNIVERSITY

Business and Finance Division
Transacting Business at Eastern Michigan University

Finance Operational Forms

For more information: http://www.emich.edu/busfin/forms.php

Color S5cheme B Calendars & Directories | Maps & Directions | My.emich

Custom Search Search
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AN UNIVERSITY
Education First
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S AND FINANCE:DIVISIQ

&
Home Finance & Audit Committee

Forms

Investment Committee

—

udget Forums Budget Resources

Adobe Acrobat forms can be best viewed with Adobe Reader. Get vour free copy by clicking here.

Accounting

Accounting Year-End Transactions

Designated Funds Application

Equipment Installation

Equipment Transfer

Inter-Department Transfer (Purchase/Expensze)
EMU Agency Fund Application for Non-Student
Organizations

Mon-student Organization Agency Fund Guidelines
Reguest to Invoice

Agreements / Contracts

Additional Compensation Request and Employes
Consultant Agreement

I-9

Independent Contractor Agreement
Independent Contractor Approval Request
Statement Of Work

W-9

W-8BEN

Sole Source Procurement Request

Payroll

Authorization for Direct Deposit for Faculty/Staff
Certificate of Non-Residency

Federal W4 Access Directions

Heonorarium Form

Honorarium Approval Request Form

International Employee Application for Tax
Exemption

Memorandum to Stop Direct Deposit

Payroll Outside of Web Time Entry (WTE)

Payroll Deduction Authorization Union

Reguest to use Annual Leave before one year of
service

Student Expense Transfer

Student Business Services Tuition/Loan Deduction

Business and Finance Division
Revised date: 2/27/2012 11:21:00 AM

Budget

Budget Transfer Form (BTF)
Base Budget Development Form (BBDF)

Purchases / Payments

Direct Pay

Foreign Currency Transaction Request
Imprest Cash

Inter-Department Transfer (Purchase/Expense)
Cocument Support

Mon Cash Reporting Form

Payment Request (ACH, Wire, Auto debit)
PCard Application

PCard Declining Balance Application
PCard Profile Maintenance

Temporary PCard Profile Maintenance
Paymenthet Azsignes

Prepaid Expense Attachment &

Prepaid Expense Attachment B

Request for Charges and Payments
Wireless Allowance

Travel

2011-2012 Employee Reimbursement/Travel
(for travel from 7/1/11 - 12/31/12)

Campus Leave Authorization for Staff

Cash Advance Reguest

Taxes

MI State W4

COH State W4

W-2 Reizsue Reguest

Federal W4 Access Directions

W-5

W-8BEN

Internai;ic:nal Employee Application for Tax
Exemption

S Forms

Faculty / Staff

Key Deposit

Deposit Voucher

Accounts Receivable

Staff/Faculty Tuition Waiver
Spouse/Dependent Tuition Waiver
Human Subject Cash Advance Form

System Access

System Access Chech List

Banner Access Application Process
Banner AR Access

Banner Finance Access

Banner HR/Payroll Access

Student

Authorization to Pay

Billing Discrepancy

FERFA Consent

Request for Stop/Payment/Copy

Residency Appeal Cover Sheet

Regquest for Residence Status Change
Student Council Loan

Tuition Appeal

Tuition Re-Appeal

University Short Term Loan (UTSL) Applicatic
Request for Student Charges and Payments
Perkins Loan Forms

Student Organizations

Student Org Fund Guidelines

Student Org Fund Application
Inter-Department Transfer (Purchase/Expen
Deposit Voucher

Direct Pay

W-5

Student Organizations Portal

7 http://Iwww.emich.edu/busfin/docs/finane-info-

booklet.pdf
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EASTERN MICHIGAN UNIVERSITY

Business and Finance Division
Transacting Business at Eastern Michigan University

Budget

For more information: https://www.emich.edu/budget/index.html|

EMU HOME | APPLY | CALENDARS | DIRECTORIES | CONTACT EMU | ASK EMU | MY.EMICH

EASTERN MICHIGAN UNIVERSITY Education First [ Coogle” custom search [/ Search]

University Budget % PRI

Welcome to University Budget

Use your emich account |fweorks collabaratively with the University Community to promote
to view budget reports urces by developing useful, timely and accurate reports.

The major responsibilities of the Budget Office include:
Budget transfer and
other budget forms

ompiling the University’s annual General Fund budget in accordance with the
ished guidelines.

« Meeting regularly with University s rts and compare budget-to-

actual cperating results.

University Budget Overview,
Revenue and Expenditures

[ Budget Overview ]
EMU's operating budget has four major sfdrces of revenue with four funding categeories, general,
zuxiliary, restricted and designated. Maore about these funding sources and how these funds are used.

Division Resources

Home

St=ff Listings

Einancial Statements

Forms

Cperating Expense EUdCIEtEI

Stay updated on the upcoming
"Know your Budget" workshops.

Board of Regents

Board of Regents Schedule [ self-Service Finance Tab On my.emich ] %

The Chronicle of Higher Ed A new tab on my.emich, a self-service finance tab, is designed make budget monitoring,
CACUBC dewvelopment and analysis much simpler. Check the training calendar for avaliable sessions.
NACUBO

GASE [ Budget Council ]

IRS Forms and Publications The EMU Budget Council is & group of faculty, staff, administraters and student representation from

key areas who are formally assigned to provide guidance and recommendations to the Strategic
- Operations council (SOC) on the process, procedures and development of the university budget. More

“YOUR GIFT, =7 G GrsleE Eae
I YOUR.CHOICE }

[ Pray-Harrold Funding ] . .
Renovation funding for Pray-Harrold made Gov. Jennifer Gran Read about the mission of the n

for Capital Outlay for 2008, More on Pray-Harrold funding. Budget Council and its services.
Support EMU students
by donating today
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Business and Finance Division
Transacting Business at Eastern Michigan University

General Accounting

For more information: http://www.emich.edu/controller/accounting/gaforms.php

E 5 STERN Color Scheme B 4 | Calendars & Directories | Maps & Directions | My.emich

MICHIGAN UNIVERSITY
Education First Parents & Visitors | Faculty & Staff | Ask EMU | Give to EMU

ABOUT EMU ADMISSIONS ACADEMICS

il 3«

STUDENTS COMMUNITY & ALUMNI

Accounts Payable Payroll Forms Contact

Forms Menu

Capital Assets & Debt Service Welcome

) Capital Assets & Debt
Equipment Transfer Equipment Installation Service

Cash Control & Banking
Construction Accounting Construction Accounting
EMU Capital Project Request Click on the Menu External Billing &

items for more Receivables

- . information. Financial Reporting &
External Billing & Receivables Corporate Tgxes g

General Ledger Chart of
Accounts

Student Organizations
s Forms
Designated Funds Application Expense Transfers & Inter Department Transfers Staff

Request to Inveice

General Ledger Chart of Accounts

Student Organizations

Deposit Voucher Student Org Fund Application
Direct Pay

Other

Request for Student Charges & Payments

Business Resources

Financial Statements & A133 Audit Business Objects Enterprise (BOE)
Banner Finance Self Service
Eprint Student Organizations Portal

Business and Finance Division 9 http://www.emich.edu/busfin/docs/finane-info-
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EASTERN MICHIGAN UNIVERSITY

Business and Finance Division
Transacting Business at Eastern Michigan University

Cash Handling

For more information: http://www.emich.edu/sbs/staffdirectory/departmental.html
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Home Account Services Eagle Card Services Third Party Billing Collections Perkins ' Departmental Services Forms Contact

Student Business Services Staff

Administration

Michael Hague Martita Lawson
Director Assistant Director
203 Pierce Hall 203 Pierce Hall
724.487.0348 7244871478
@EMAII. @EMAII.

Account Services & Eagle Card Services - ebill@emich.edu, eagleonecard@emich.edu

Cash, checks, and credit card payments collected by departments or conferences are
submitted for deposit through the Student Business Services Department. For instructions
on making departmental deposits, or accepting credit card payments for a conference,
contact the Cash Manager in Student Business Services.

e

Departmental Services

Vaughn Levy Mary Beth Irwin Shelisa Fields
Manager Cash Management Cash Coordinator Payment and Student Account
203 Pierce Hall 201 Pierce Hall Specialist
734.487.8481 734.487.3333 201 Pierce Hall
734.487.3332
EMAIL] @EmaiL| &7
@EMAIL
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Transacting Business at Eastern Michigan University

Purchasing

For more information: www.emich.edu/purchasing

Color S5cheme B Calendars & Directories | Maps & Directions | My.emich

Custom Search Search

Education First Parents & Visitors | Faculty & Staff | Ask EMU | Give to EMU

ABOUT EMU ADMISSIONS ACADEMICS STUDENTS COMMUNITY & ALUMNI ATHLETICS UNIVERSITY LIFE APPLY NOW

/ et
. X Questions regarding specific
Information on how et y - : % purchases should be directed to the
to purchase - 3 buyer assigned to each « dity.

Social Initiative Forms

Supplier registration Menu

Welcome to the Purchasing Department ) -
information

QOur Mission
Value Statement
Guiding principles include: Procurement Solutions

Qur MISSION is to develop and deliver meaningful business results.

Implementing a university wide scalable organization (Sourcing and Supplier Management,
Operations & Contracts Management)

Implementing Best in Class processes, procedures, & technology Quick Links
Implementing a scalable reporting model

Defining our delivery model and communicating to our key business stakeholders Contracts/Preferred
Building new and enhancing existing partnerships with our internal customers Prefemed odors
a a ap p Vendor Listing Consartiums

Aligning our objectives with our customers short, mid and long term goals Purchase Initiation

Creating a roadmap to proactively develop and train personnel Supplier Registration

Developing a loyal, skilled, productive and innovative supplier base Unity Voicemail
Instructions
Online Requisition
Training/Account Codes

Business Units and Resources Information on requesting
and using voicemail

Shipping, Receiving and Mail Services

Business and Finance Division 11 http://www.emich.edu/busfin/docs/finane-info-
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Accounts Payable

For more information: http://www.emich.edu/controller/payable/apforms.php

I E 5 STERN Color Scheme W Calendars & Directories | Maps & Directions | My.emich

MICHIGAN UNIVERSITY
Education First Parents & Visitors | Faculty & Staff | Ask EMU | Give to EMU

Accounts Payable General Accounting Forms Contact

Click to print out Application
to apply for University issued
Payment Card.

Payment Card Welcome
Reimbursements
Payment Card
Travel
Vendor Payments
Smart IDs

= Forms

Authorization to Travel 2011-2012 Employee Reimbursement/Travel (for Staff

Cash Advance Request travel from 7/01/11 - 12/31/12)

International Travel Form The Employee

Reimbursement/Travel form can
be found when clicking here.

Forms Menu

Declining Balance Application Profile Maintenance Form
Payment Card Application Temporary Profile Maintenance Form
Paymenthet Proxy Assignment

Travel & Reimbursements

Other

Authorization for Direct Deposit Payment Request (ACH, Wire, Auto debit)
Designation of Signatory Authority Personal Services Contract

Direct Pay Speaker/Presenter/Performer Agreement
Document SuppP®st Wireless Allowance

Human Subject Cas vance Form W-8BEN

Independent Contractor oval Form we

NoniGash:Reporting:Rarm Click here for W-9. For new
Click for Form to submit one Vendors, this form must be on file
time Payments to Vendors before a check will be processed.
that are under $5,000.00.

Business Resources

Relocation Policy Accounts Payable Procedures
PaymentNet Most Commonly Questioned Purchases
Purchase Initiation PaymentNet Quick Reference Guide
Signatory Policy Request for Student Charges & Payments
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Travel

For more information: http://www.emich.edu/controller/payable/aptravel.php
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