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Finance and Accounting Office

Please refer to our Resources Webpage
for Financial Information and SIMBA
Helpful Hints. Some recent updates/
instructions added:

® Retrieval of OPP Billing Reports

® Budget vs Actual by Funds Center

® How to Approve:

* Non-PO Invoice
*  Journal Entry
Shopping Cart

SIMBA/SAP Concur Classes:

Travel Expense

Session 30344, Wednesday 1/8/25
10:00 AM

Session 30345,Wednesday 2/5/25
10:00 AM

Session 30349, Wednesday 3/5/25
10:00 AM

Goods & Services

Session 30347, Thursday 1/16/25
1:00 PM

Session 30348, Thursday 2/16/25
1:00 PM

Session 30349, Thursday 3/16/25
1:00 PM

Request Pcard Maintenance

BOBJ Open Office Hours
2024 Reporting Office Hours:

BOBJ - 2nd Tuesday of each
month, 9:00-10:00 am

Open Reporting Hours- 4th Thursday
of each month, 9:00-10:00 am

All sessions will be hosted via Zoom

If you have someone who is new to
SIMBA BOBJ or Webi reports (or if
you need a refresher) it will be in-
credibly helpful to watch the Webi
101 Session.
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EVENT EXPENSES

As a reminder regarding expenditures related to events:

e Per Diem/Cost Per Person

Per EN10 - Cost per person for food, facility or equipment rentals, and other expens-
es related to the event (excluding alcoholic beverages and entertainment) cannot
exceed the per diem amount at the location, if charged to general funds. If cost
exceeds per diem, the difference must be charged to unrestricted donor funds.

e Events with Alcohol

° Alcoholic Beverages should not be served or ordered prior o 3:00 P.M. on a busi-

ness day (Monday - Friday).

° Costs for Alcoholic Beverages should not exceed an average of 2 drinks or $25
per person.

* Top shelf beverages and premium wines are rarely appropriate on University

funds.
* Kegs of beer are never permitted at events on University property.

° Costs for Alcoholic Beverages and related serving costs may only be paid with
unrestricted donor funds or restricted funds which specifically permit the pur-
chase of Alcoholic Beverages. These costs may not be paid with endowment

funds unless specifically permitted by the guidelines and are not permitted to be

paid with miscellaneous research funds.

e Events Involving Employees - Alcohol

Per EN10 - Purchase of alcoholic beverages and related costs at employee only
group meals/events which are not sponsored, see policy, will be considered a per-
sonal expense and will not be reimbursed or permitted as an expenditure against

any University funds. Spouses/partners, children, University retirees, post-docs, fellows,

graduate assistants, and Penn State students cannot be considered University
guests for purposes of this guideline.

CASH ADVANCES

Short-term research advance requests can be issued for a period of 6 months or less;
previously issued for 3 months or less. If an established short-term research advance is
going to exceed the 6 month limit, the Finance Office must approve an extension re-
quest.

PSUBUY

Naming Purchase Requisitions (PR)

All Purchase Requisitions come to the Finance Office and are routed to one approval
qgueue. To help us identify which department is submitting the request, please add the
departmental mnemonic to the beginning of the Purchase Requisition name (use SU
when charging Start Up funds).

Purpose of Purchase

When creating a Purchase Requisition (PR) please answer the questions who, what,
where, when and why in the Purpose of Purchase section.


https://sapconcur.psu.edu/request-purchasing-card-maintenance
https://hhd.psu.edu/faculty-staff/finance-and-accounting/finance-and-accounting-office-resources-you-need-succeed
https://psu.zoom.us/j/97047669439?pwd=MDBUbVBsVDRndmVBMVREOTVzTGJMUT09
https://psu.mediaspace.kaltura.com/media/SIMBA+Reporting+-+Webi+101/1_otja5x2l/179943741
https://psu.mediaspace.kaltura.com/media/SIMBA+Reporting+-+Webi+101/1_otja5x2l/179943741
https://policy.psu.edu/policies/fn10#D5
https://policy.psu.edu/policies/fn10#D5

