BPLogix Request Checklist Guide
Use this checklist to ensure each request includes the required information before submitting. You can select your desired request from the table of contents using CTRL+click, which will take you to the request’s requirements.
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[bookmark: _Refunds][bookmark: _Toc239166077]Refunds
Use Payments/Reimbursements BPLogix Request. Submit as a Payment.
☐ Attach Signed Refund Request Form
☐ Amount
☐ Cost Center
☐ Check the Original Payment Method
· If it was paid with a credit card, the refund will be completed in TouchNet (as long as the credit card is still active)
· If it was paid with Cash, Check, Wire Transfer/ACH, or an Inactive Credit Card, the refund will be completed via a Single Pay Voucher. 
· For local, the refund will be a check and can be mailed/picked up.
· For domestic, the refund will be a check and will be mailed.
· For international, the refund will be wire transferred electronically. 

☐ For Single Pay Refunds: Provide the Full Name & Physical Address
☐ Comments: Refund [Person/Course Here] for [Amount] due to [Reason]. Indicate whether not to cancel, if applicable.


[bookmark: _Onboarding][bookmark: _Toc239166078]Onboarding
Submit as an Appointment Request. Use New Hire or Re-hire from the dropdown. 
☐ Attach Completed CBC Form
☐ Indicate whether this is a Rehire (returning UTEP employee) or a New Hire (has never worked with UTEP before)
☐ Employee Classification – Staff, Student, Faculty
☐ EMPL ID for Rehire is needed – Reach out to EUBC to obtain if the returning employee does not know
☐ Cost Center Funding
☐ Actual Start Date
☐ Tier Level Instructors – Include Tier and Hourly Rate
☐ Direct Supervisor for the new hire/rehire
☐ Comments: To onboard new hire/rehire [Insert Name Here]


[bookmark: _Separations][bookmark: _Toc239166079]Separations
Submit as an Appointment Request. Use Separation from the dropdown.
☐ Employee’s Email
· Name and EMPL ID will populate once selected
☐ Type of Appointment (Staff, Student, Faculty)
☐ Last Day Worked
☐ Attach either a Resignation Letter from the Employee or an Email from the Supervisor justifying the separation.


[bookmark: _Payroll][bookmark: _Toc239166080]Payroll (P3 Tier Level + P3 Teachers)
Submit as a Payments/Reimbursements Request. Submit as a Payment.
☐ P3 Tier Level Instructors (Semi-Monthly)
· Attach Signed Check Request
· Cost Center
· Comments: To pay for [Insert Program/Course] for [Month]. 
· If the request is to pay for a single instructor, please include the instructor’s name and the course they are being paid for.

☐ P3 Teachers (Monthly)
· Attach Monthly P3 Instructor Payment Request
· Cost Center
· Amount
· Comments: To pay [Instructor Name] for [Course] for [Month]
· Submit 1 per Instructor


[bookmark: _OLLI_Faculty_Pay][bookmark: _Toc239166081]OLLI Faculty Pay Adjustments
Submit as an Appointment Request. Use Modification from the dropdown.
☐ Attach Pay Adjustment Form
☐ Instructor Information (Email)
· Name and EMPL ID should populate
☐ Comments: Justification for why the pay adjustment is being requested. 




[bookmark: _Interdepartmental_Transfers_(IDTs)][bookmark: _Toc239166082]Interdepartmental Transfers (IDTs)
Submit as a Budget Transfer Request
☐ Provide Cost Center Receiving Funds 
☐ Provide Cost Center Sending Funds
☐ Provide the Amount 
☐ Justify the purpose of the IDT
☐ If the IDT involves sending funds to another department, please ensure the department provides a cost center that can receive Revenue (and is active)
☐ If the IDT involves sending funds to another department, please provide a point of contact to send a fund transfer form for confirmation
☐ Attach any Invoices, IDS agreements, or Cost Worksheets to support the amount being requested. 



[bookmark: _Purchase_Orders][bookmark: _Toc239166083]Purchase Orders
Submit as a Purchase Order Request
☐ Please indicate if PO is above or under $15,000 (It says $50,000 but please ignore that amount and treat it as $15,000)
☐ Funding Type - Operating
☐ For POs $15,000 and Over:
· Provide Cost Center and Amount of PO
· Answer questions 1 – 6 (If this PO will be a sole source and 2 competitor quotes cannot be obtained)
· Attach current Quotes (not older than 30 days) and any approvals
☐ For POs Under $15,000:
· Provide Cost Center and Amount of PO
· Provide Vendor
· Describe the purpose of the PO
· Attach current Quotes (not older than 30 days) and any approvals
· Assign Cart to EUBC Staff (please check in with EUBC prior to submitting this request)


[bookmark: _Payments_(PO/Non-PO_Vouchers)][bookmark: _Toc239166084]Payments (PO/Non-PO Vouchers)
Submit as a Payments/Reimbursements Request. Submit as a Payment.
☐ For POs:
· Provide Cost Center and Amount
· Provide Vendor
· Description of the Good or Service we are paying for (include line items associated with this particular payment)
· Provide the PO Number associated with the payment
· Provide when Good(s) or Service(s) were received
· Attach Invoice and any packing slips/receipts
☐ For Non-PO Vouchers:
· Provide Cost Center and Amount
· Provide Vendor
· Description of the Good or Service we are paying for (please indicate if this is for a 3rd party cost share)
· Attach Invoice


[bookmark: _Travel][bookmark: _Toc239166085]Travel
Submit as a Travel Authorization Request.
☐ Provide Traveler’s Email
☐ Provide Travel Dates (Start/End)
☐ Travel Destination(s)
☐ Indicate if you need the following:
· Flights (please include flight preferences, if any)
· Car Rental
· Registration for Conference/Workshop

☐ In the First Text Box: Please include the purpose of the trip 
☐ In the Second Text Box: Please include if any personal time will be taken, as well as the following:
· Name as it appears on your ID in the following format – Last, First, Middle
· Gender
· DOB
· Phone Number of Traveler
· Airline Rewards ID and/or KTN

☐ Provide Cost Center







[bookmark: _Reimbursements_(Expense,_Travel,][bookmark: _Toc239166086]Reimbursements (Expense, Travel, and Travel Mileage)
Submit as a Payments/Reimbursements Request. Submit as a Reimbursement.
☐ For Expense:
· Provide Cost Center and Amount
· Provide Reimbursee’s Email
· Justification for the reimbursement
· Attach Signed Entertainment Expense Form and Clear Itemized Receipts
· Ensure Receipts have been scanned without any obstructions and are readable.
☐ For Travel:
· Provide Cost Center and Amount
· Provide Reimbursee’s Email
· Description of the expenses needed to be reimbursed (i.e. Hotel, Transportation, Parking, etc.)
· Attach Itemized Receipts (ensure receipts show the payment method being used)
☐ For Travel Mileage:
· Provide Cost Center and Amount
· Provide Reimbursee’s Email
· Justification for the reimbursement
· Attach e-Signed Travel Mileage Log and MapQuest Routes (Departing and Arrival Destinations) 
· Ensure odometer readings are being logged
· Entire Route is listed(Departing Destination + Arrival Destination)
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Submit as a Payments/Reimbursements Request. Submit as a Payment.
☐ Attach a fully completed Invoice Request Form
☐ Include any POs from the vendor
☐ Description:  Brief summary of the invoice (Invoice for John Smith for Course: 26SFAR1234). Indicate any other recipients (including P3 Managers/P3 Coordinators if applicable)
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