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TO:		New Fellow JMU Employee

FROM:	Tish Leeth, Manager, Cash & Investments

SUBJECT:	Welcome

DATE:		April 13, 2011

The Finance Team would like to welcome you as a new member of the JMU Community!  This memo is intended to orient you with basic information related to the university’s Finance operation.

You are invited to join our Finance 101 sessions, available online through Blackboard at the beginning of each fall semester, for the purpose of providing participants responsible for fiscal and administrative functions with presentations and introductory training on relevant university policies and procedures.  These sessions will also provide you with an introduction to each Finance office’s website and a review of most Finance form preparations. All Finance 101 sessions will be online. Finance Training and additional information is located at:  http://www.jmu.edu/acctgserv/fin_training.shtml.

You are also invited to attend Finance Forum, offered periodically during the academic calendar year. Finance Forum will provide you with Finance updates pertinent to all Finance users on campus. Each Forum session will be conducted on both sides of the campus from 10:00 – 11:30 AM. Registration for all Finance training is via J-ESS at:  https://jess.jmu.edu/psp/jess/SELFSERV/?cmd=login.

We recommend you first take time to navigate the web pages of the JMU Finance departments.  The main Finance page is located at: http://www.jmu.edu/financeoffice/.  Directly from the Finance web page you gain access to:  

· The Financial Procedures Manual (http://www.jmu.edu/finprocedures/) which expands on the university’s procedures and includes the very useful Forms Index, in alphabetical order and located at:  http://www.jmu.edu/finprocedures/1000/1020.shtml.    
· The Signature Authority page, located at http://www.jmu.edu/financeoffice/signature.shtml, expands on how to manage authorization to expend against departmental budgets as well as accessing current information as to who has authority for each active Deptid.

You will note the Finance division is composed of Accounts Payable, Accounting Services, Payroll Services and the University Business Office.  Each of these areas has their own web page with valuable resources including staff names and duties, forms, samples and procedures, and can be accessed directly from the Finance web page.

Within Accounting Services, the Cash & Investments Office serves as the liaison between Finance and the campus community.  If you have any questions or concerns related to financial procedures and responsibilities, you may email the departmental mailbox at iis.finance@jmu.edu .  The Cash & Investments Office is more than happy to provide individual and/or group training or information sessions for any topic related to financial management at JMU.  We look forward to meeting and working with you.  Welcome to JMU!

	CASH & INVESTMENTS OFFICE
	MSC 5711
HARRISONBURG, VA 22807
540.568.3205 
FAX 540.568.2383
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