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GLOSSARY OF TERMS 
 

COST DISTRIBUTION BY POSITION: This IRIS PA20 screen contains employee name, 
personnel number, EE group, Active/Withdrawn indicator, position name, Cost Center or WBS 
element, Effort percent FTE, distribution begin date, etc. The overview screen has all 
distributions with Start and End dates. Click on the distribution for appropriate time period and 
click magnifying glass to display details. 
 
DISPLAY DATE SPECIFICATION ON PA20 IN IRIS: Information on hire date, leave of 
absence dates and termination or retirement date. 
 
DUAL POSITIONS: A GA, GTA, GTAssoc or GRA must be appointed a minimum of 25% 
time FTE in order to receive a fee waiver for the term. If the student is paid from a budget entity 
other than “01”, in-state tuition will be charged to the student’s cost distribution fund. If the 
student is on a budget entity “01” and the cost center has a benefits flag of “1” (benefits self-
funded) or any WBS element, the in-state tuition is charged to the student’s cost distributions. If 
the student is on a budget entity “01” and the cost center has a staff benefits flag of “2” (benefits 
centrally funded), the in-state fees are charged to the Central pool account. The out-of-state 
tuition in all instances is charged to the Central pool account, E019005, GL code 444100. 
 
EE GROUP: Regular, Term or Student. To receive a staff waiver a student must be classified as 
a REGULAR employee. This is an employee who receives full benefits as an employee of the 
University. A TERM employee or FRIEND of the University does not receive benefits. A 
STUDENT employee is a student working at the University while attending school. GA’s, 
GTA’s, GTAssoc’s and GRA’s are student employees. 
 
EMPLOYMENT VERIFICATION MEMO: Form issued to an F-1 International student so 
that they may apply for a social security number. The instructions are given to the student to take 
to their department by the International Office during Orientation. Instructions and sample form 
can be found at: http://web.utk.edu/~globe/students/forms.php. 
 
FTE % (FULL-TIME EQUIVALENT) FOR APPOINTMENT:  To calculate the 
appointment FTE % multiply the Effort FTE % X Employment FTE %. The FTE is taken from 
the Organizational Assignment screen on PA20 in IRIS. This data is sent to a DB2 file to be used 
by CSA. The IRIS DB2 employment file is refreshed every morning. 
 
GA – GRADUATE ASSISTANT: A graduate assistantship is a student appointment. The 
student performs various duties other than those related directly to teaching or research.  In 
return the student receives a monthly stipend and waiver of fees if the appointment is at least 
25% FTE. If the student is on a payroll distribution other than budget entity “01”, in-state tuition 
is charged to the student’s cost distribution fund. If on a budget entity “01” payroll distribution 
and the cost center has a staff benefits flag of “1” or any WBS element, the in-state tuition is 
charged to the cost distributions. If the student is on a budget entity “01” and the cost center has 
a staff benefits flag of “2”, the in-state tuition is charged to the Central Pool Account-E019005. 
The Out-of-State tuition in each instance is charged to the Central Pool Account. The IRIS job 
object code for a GA is 30000239. The student must be in an active pay status in order to receive 

http://web.utk.edu/~globe/students/forms.php
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a Summer Semester fee waiver. Any Exemption over $5250 for the calendar year is taxable by 
Payroll. 
 
GRA – GRADUATE RESEARCH ASSISTANT: A graduate research assistant is a student 
appointment. The student assists a faculty member with research and performs other duties as 
assigned by the department in which he is employed. In return the student receives a monthly 
stipend and waiver of fees if the appointment is at least 25% FTE.  If the student is on a payroll 
distribution other than budget entity “01”, in-state tuition is charged to the student’s cost 
distribution fund. If on a budget entity “01” payroll distribution and the cost center has a staff 
benefits flag of “1” or any WBS element, the in-state tuition is charged to the cost distributions. 
If the student is on a budget entity “01” and the cost center has a staff benefits flag of “2”, the in-
state tuition is charged to the Central Pool Account-E019005. Out-of-state fees, when applicable, 
are charged to the Knoxville Campus Central Waiver pool Cost Center, E019004, GL 444100. A 
GRA must be on IRIS during the minimum appointment period in order for his fees to be 
charged to the grant Cost Center or WBS Element every semester enrolled. The IRIS Job 
Object Code for a valid GRA appointment is 30000240.  
 
GRADUATE ASSISTANTSHIP VERIFICATION FORM: This form is to be used when an 
international student (F-1 Visa Category) has been admitted to The University and has been 
awarded an assistantship. This form does not replace the official letter that students must have in 
order to apply for a visa.  Students are advised by the International Office that they must apply 
for a social security number at this time. The form can be found on-line at: 
http://web.utk.edu/~globe/students/forms.php. 
 
GTA – GRADUATE TEACHING ASSISTANT: A graduate teaching assistantship is a 
student appointment. The student works under the direct supervision of a regular faculty member 
in activities such as helping to prepare lectures, teaching discussion sections, conducting 
laboratory exercises, grading papers and keeping class records. In return the student is paid a 
monthly stipend and receives waiver of fees if the appointment is at least 25% time FTE. If the 
student is on a payroll distribution other than budget entity “01”, in-state tuition is charged to the 
student’s cost distribution fund. If on a budget entity “01” payroll distribution and the cost center 
has a staff benefits flag of “1” or any WBS element, the in-state tuition is charged to the cost 
distributions. If the student is on a budget entity “01” and the cost center has a staff benefits flag 
of “2”, the in-state tuition is charged to the Central Pool Account-E019005. The Out-of-State 
tuition in each instance is charged to the Central Pool Account.  The IRIS Job Object Code for a 
valid GTA is 30000241. The student must be in an active pay status in order to receive a 
Summer fee waiver.  
 
GTAssoc –GRADUATE TEACHING ASSOCIATE: A graduate teaching associate is a 
student appointment. An exceptionally experienced graduate student may be assigned primary 
responsibility for teaching undergraduate courses including the assignment of final grades. If the 
student is on a payroll distribution other than budget entity “01”, in-state tuition is charged to the 
student’s cost distribution fund. If on a budget entity “01” payroll distribution and the cost center 
has a staff benefits flag of “1” or any WBS element, the in-state tuition is charged to the cost 
distributions. If the student is on a budget entity “01” and the cost center has a staff benefits flag 
of “2”, the in-state tuition is charged to the Central Pool Account-E019005. The Out-of-State 
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tuition in each instance is charged to the Central Pool Account.  The IRIS Job Object Code for a 
valid TA is 30000242. The student must be in an active pay status to receive a fee waiver for the 
Summer semester.  
 
IRIS – INTEGRATED R3 INFORMATION SYSTEM: Project IRIS is the Financial and 
Human Resource informational database system used by the University of Tennessee. All 
financial and payroll information flows through IRIS. Banner interfaces with IRIS nightly to post 
income and expense transactions. Payroll based exemptions are posted monthly as ZF 
transactions. 
 
IRIS PA20: Human Resource Master Data; Personal Data, Organizational Data, Benefits, 
Payroll, Time, Tax, etc. tabs offer a variety of employment information on University 
employees. The Organizational Data tab includes Org. Assignment, Cost Distribution by Position 
and Date Specifications. This data is put in a file that interfaces with Banner on a nightly basis. 
 
MEDICAL RESIDENT: The IRIS Job Object Code for a valid Medical Resident is 30000336. 
(Per Human Resources, a Medical Resident is to be treated as  Regular Staff with full fee waiver 
benefits for both himself and any spouse/dependents.) Medical Resident’s are no longer 
automatically treated as staff. They must be approved by the Fiscal Budget Office of their 
campus.  
 
MINIMUM APPOINTMENT PERIOD FOR GA’S, GTA’S, GTAssoc’S AND GRA’S: 
Each term a student is required to be appointed on payroll for a specified period of time in order 
to receive a fee waiver as a GA, GTA, GTAssoc or GRA for the term. The student must be 
appointed for the entire period to receive a full semester fee waiver. If the student is appointed 
for any period of the minimum appointment period, he will receive a pro-rated waiver.  
 
 Fall Term    9/1 to 11/30   91 days 
 Spring Term    2/1 to 4/30   89 days 
 Summer Term-Full Session  6/15 to 7/31   47 days 
  First Session Only  6/15 to 6/30   16 days 
  Second Session Only  7/1 to 7/31   31 days 
 
ORGANIZATIONAL ASSIGNMENT:  The Organizational Assignment tab on PA20 in IRIS 
contains information on Primary appointment, EE Group, FTE percentage, Job Key, Cost Center 
or WBS element, etc. If multiple appointments, see the next and/or previous record tabs at top. 
There is also a tab for Organizational Structure. 
 
PAYROLL DISTRIBUTIONS:  Any employee can be paid from more than one Cost Center or 
WBS Element. If a GA, GTA, GTAssoc, or GRA is paid from more than one Cost Center or 
WBS element during the minimum appointment period, his fees can be pro-rated between the 
Cost Centers or WBS Elements for the term. If the department chooses they can move the 
charges to other accounts with appropriate approval. 
Staff fee waivers are charged back to departments based on payroll distribution accounts as of 
the first day of class. Spouse/Dependent waivers are also charged back to departments based on 
the employee’s payroll distributions as of the first day of class. If an employee is paid from only 
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WBS elements, the spouse/dependent waivers are charged to a Knoxville Intra-Campus Fee 
waiver pool account. 
 
PERSONAL DATA FORM: This form is used to add the social security number to a student’s 
file in IRIS. This form is to be completed and sent through HR along with a copy of the student’s 
ssn card and a new W-4. It can be found on the IRIS website under Paper Forms at 
http://iris.tennessee.edu/. 
 
PERSONNEL INFORMATION FORM (PIF): The PIF is completed by personnel in the 
department in which a person is employed. The PIF must be approved by authorized University 
Personnel before an employee can be added to IRIS. 
 
 
PRO-RATA WAIVER/CHARGE: Student employees who hold a valid position for any 
portion of the minimum appointment period are eligible for a pro-rata fee waiver. The 
waiver/charge will be calculated by using the number of days on payroll during the minimum 
appointment period divided by the number of days in the minimum appointment period.  This 
percentage is then multiplied by the student’s in-state and out-of-state (if applicable) fees for the 
term. For example, a student begins his GRA appointment on 10/1 and is appointed through 
11/30 (61 days). The minimum appointment period for Fall term is 9/1 through 11/30 (91 days). 
The student has 9 hours in-state ($2357). The charge to the student’s Cost Center or WBS 
element would be 61/91 X $2357 or $1579.96 rounded to $1580. 
 
STUDENT ID#: A 9 digit number assigned to the student upon their admission to The 
University of Tennessee. If the student’s ssn was unavailable from the Admissions file, they can 
go to the Registrar’s Office and have the ssn added to their file. 
 
WITHDRAWN STATUS ON PA20: Terminated employee. Go to Date Specifications to see 
date of termination. 
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You will see this screen when you first log into TouchNet: 

 

You will click on Applications and choose Bill+Payment. 
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You will then be presented with this screen: 

 

Authorized Users is where you will go to find if a parent or third party has FERPA 
Financial Access. In this case, you can see that Susan Forman has FERPA 
access for this student. 
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The Bursar’s Office, Financial Aid Office and One Stop  Counselors also have 
the ability to add a student to a deferred payment plan if dictated by 
circumstances. If the student can pay the 50% down payment, they can be 
added to the regular deferred payment plan. They will need to make their 50% 
down payment by the due date at the beginning of the term. 

Pull the student up on the Customer Service screen as illustrated above. 
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These are the payment plans you can select from each term: 

 

The Spring 2013 Deferred Pmt Plan is the one you would select if they are 
making the 50% down payment. 

After clicking Select, you will be presented with this form: 
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Click Continue. 

This will show you the charges to be included in the plan, contracts, exemptions, 
financial aid and any payments to be applied to the charges: 
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Click Display Payment Schedule: 
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This will give you the dates and the amounts to be paid on each date. These 
amounts will appear on the students account as memo items and will not show in 
current amount due until the due date. Click Process Enrollment. The student will 
then receive an email telling them they have been enrolled in the payment plan. 
They can then go into MyUTK or the parent can sign into the Parent Portal and 
schedule payments for the due dates. 
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You go through the same steps to enroll students in the other available payment 
plans. The 50% down payment plan is the only one available online through 
MyUTK. 

To view  a student’s activity on TouchNet, go to View Login History. You will also 
find the students email address and cell phone number. 
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To view  student activity, click the tab, enter the term you wish to view and click 
on View. 
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To view payments, click the payments tab, select the term and click on View. 

 

You can also select to View Agreement History if the student has been on any 
deferred payment plans. 

 

To view the official statements sent to the students, click on “View Statement” tab 
and select a statement date and click on “Print/View Statement”. You can also 
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see the account activity since the last statement was made available to the 
student.  

 

Each statement begins with the balance from the previous statement. If a student 
pays in full at the beginning of each term, you will only see one statement per 
term. Students on a dpp will have 3 to 4 statements per term. The statement will 
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have the student’s amount due, due date, financial aid, exemptions and 
contracts. The student can print this statement for official use. 
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Procedures for Assessing Course Fees in Banner 

 

Once new course fees or changes of existing course fees are approved in June, the signed 
budget document is sent to the Bursar’s Office.   This document should include the subject, 
course, term the fee is to begin, amount (flat or hourly), account number and contact person. 

Only the department head can request a course fee to be removed.  It must be in writing.  The 
student, departmental Admin Asst or instructor cannot request a course fee to be removed. 

All new course fees must be assigned a detail code using form TWADETC: 

 

Click on the next block tab or Ctrl and page down.  The General Ledger Interface Information 
should appear.  

 

Now the course fee can be entered.  Since the timetable is built prior to receiving the budget 
document, the course fee has to be entered in Banner on two separate forms. 
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 The first form is SCADETL.  SCADETL will assess the fee based on the subject and course. 

Enter the subject, course number and term.  The click on the Next Block buttom 3 times or CTRL 
and Page Down 3 times. 
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The next block of SCADETL is: 

 

 

The fee type is either Flat or Bill.  The Bill Fee Type will assess a per hour rate.  Example:   if the 
amount is $25.00, the fee type is Bill and the course with the fee is a 3 hour course, the student 
will be assessed $75.00 for the course. 

The course fee must also be entered on form SSADETL.  SSADETL assesses the fee based on the 
term and section.  Several of the courses have more than one section.  Since the timetable has 
already been built, any new fees or fee changes have to also be updated or entered on SSADETL.  
These courses will be listed on the Fee Request Form referenced above. 
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Form SSADETL

 

The Subject, Course, and Title will populate after clicking on next block or CTRL and Page Down.  
Click or CTRL and Page Down 3 times. 
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In order to assess the fee to the student’s account, the Fee Assessment job (SFRFASC) has to be 
run or assess manually by pulling up the student’s  schedule on SFAREGS and clicking on the 
Save tab or pressing F10. 

 

IMPORTANT REMINDER:  Need to review these each semester.  The Timetable roll for Spring 
2013 is rolled from Spring 2012. This mean, the old fee rates will roll rather than the new ones.  
The Argos report TWDFEES, Schedule with Fees lists all courses in the Timetable for a particular 
semester which have a course fee assessed.  Pull this report and check the fee amounts.  If 
incorrect, make the corrections on SSADETL and SCADETL.  Also, pull the ARGOS report, 
TWDBFEE which provides a listing of the course fees that have different amounts on SSADETL 
and SCADETL. 

If new sections are added to a particular course AFTER the fee has been set up and or the 
amount changed on SCADETL, any sections added after this will be assessed the course fee.  Will 
not have to update SSADETL.  

Some departments assess a course fee to all the courses in the department such as Business and 
Engineering.   Form SSADFEE allows the fee to assess without entering the fee on every course 
and section.  Please see form below: 

 

Enter the term, then Next Block or CTRL Page Down.  In the above example, College was not 
entered for ENAG because all departments in this college code are not assessed the fee.  In this 
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case, use Department.  If the course is offered on more than one campus, make sure the 
Campus code for each campus is entered.  If there is more than one Schedule Type, enter all 
types.  If the fee is to be assessed to Graduate and Undergraduate, enter the information for 
both. 

Once this form is correct, run job SSPMFEE.  This will assess the fee for all the Colleges and/or 
Departments listed above.  The 100 and 500 and 600 level Business courses are not assessed the 
course fee.  Once SSPMFEE is run, the fee has to manually be removed from each section on 
SSADETL.  Once the fees have been removed, DO NOT RUN SSPMFEE AGAIN IN THE SEMESTER.  
ALL THE AJUSTMENTS WILL BE OVERLAYED.  SSPMFEE SHOULD ONLY BE RUN ONCE A 
SEMESTER.   

This form has to be updated every semester, it does not roll. 

If a course has an existing course fee and the amount of the fee changes or the fee is to be no 
longer assessed, the fee is ended on SCADETL. 

 

 

For this example, the fee has been approved to increase to $30.00.  Click on the Maintenance 
man. 
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Click on Copy Fee Code Data 

 

Notice the From Term is now 201340, the term the new fee is to be assessed.
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Notice the From Term date is now 201340, the term the new amount is to be assessed. 

Tab over to amount and enter the new rate.  Click on the Save tab or press F10.

 

 

If the timetable has been rolled, the fee amount has to be changed on all sections of the course.  
This is changed on SSADETL.  Once in the form, tab over to the amount, change and save. 

Departments request course fees for the next academic year in February.  Those requests are 
approved by either the Chancellor and/or the Board of Trustee, depending on the fee.  Once the 
fee is approved, the department is notified as well as the Compliance Officer in the Bursar’s 
Office.  The Compliance Officer follows the procedures detailed above to assess the new fee or 
change the existing fee.  The department budget director will receive an e-mail from the 
Compliance Officer stating the fees have been entered and they can now review their courses 
with course fees ensuring the fees have been assessed correctly.  The  ARGOS report  TWDFEES 
can be run and reviewed to ensure the fees have been properly assessed.  The department will 
send an e-mail to the Compliance Officer by a date given in the e-mail to verify the fees are 
correct or of any changes and/or corrections.  If there is no response, we will assume the fees 
have been verified and are correct. 
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In order to view your business profile, insert STVORIG in the 
go to field.  This form defines the business profile associated 
with the hold code on STVHLDD.  
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Type in the “go to” field STVHLDD. This form identifies the 
hold type code referenced in the Academic History Module and 
is cross-referenced by the Hold Form (SOAHOLD) and Hold 
Query-Only Form. 
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In order to continue to look at the description continue to either use the 
bar on the right hand side or you may use the next record. By using the 
next record icon you are going to go down one value at a time. 
As of 8/6/10, STVHLDD – HOLD CODES IN BANNER WITH 
BUSINESS PROFILES ASSIGNED FOR FGAC: You can see that 
multiple hold codes can be associated a Business Profile. In the example 
below, holds A1-PA are assigned to the Admissions Office Business 
Profile. This means that staff assigned to the AD Business Profile can 
only add and remove holds A1 – PA. 

 



I:Vol3/Burs/Admin/Training/DeptGuide Page 170 
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To copy the table STVHLDD from Banner to an Excel file, go to the top 
of the table, select “HELP”, Extract Data with No key, and save the 
resulting Excel file. You should be able to copy any Banner table this 
way. See print screen below: 
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Copy files to selected drive and save as Excel rather than Comma 
Delimited file.   

Applying for Access into Banner: 
Before you can add/remove holds in Banner, you must first apply for 
access to Banner and the appropriate Business Profile Group. That form 
is available on the Registrar’s Website at:  
http://registrar.tennessee.edu/forms/index.shtml. 

 
After receiving proper authorization you will log into 
banner. Type in the Go to field (SOAHOLD). 

http://registrar.tennessee.edu/forms/index.shtml
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Or you can go through the menu path: 

 
Enter the student’s ID#. You can also enter the student’s netid in the 
ID field. 
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After the ID is entered, the students name will appear. 
This process can be used to view, add or end-date (clear) a hold. Next 
perform a “Next Block”. 
 

 
You can also do a next block by Pressing “CTRL” and the “Page Down” 
keys. 

 
 
When you do a next block, you will be able to see any current hold that 
the student has. This particular hold has a Hold End Date of “31-Dec-
2099” which is considered the Banner End of Time date. These will all 
sort to the top of the form. You can scroll down through the active and 
end-dated/cleared holds by using the scroll bar on the side of the form. 
To enter a hold: 
Enter your Hold Code as given to you by the Bursar’s Office or 
Registrar’s Office. Since Smokey Volunteer has so many holds a new 
record must be created. Click on the on the “Insert Record” icon or 
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pressing “F6”.  

 
A blank line will appear in the form. 

 
We will use a Bursar’s office code for examples. I have entered “CS” 
which is the hold code assigned to Student Fees. Enter the hold and 
press Enter. 

 
 
If you wish to enter a reason, you can. This is a free-form field and 
can be used to tie to the record in your department. If you wish to 
enter an amount, you may. This is an informational ONLY field and is 
not used for collection purposes. The FROM: date will default in 
“current date” for a new hold. The TO: date will default to Banner End-
of-Time, 31-Dec-2099.  
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The only thing you have to enter other that Hold Type code is the 
Origination Code. This code is the code assigned to your Business 
Profile. Since I am entering a hold code as an employee of the Bursar’s 
Office, I will click on the drop-down arrow and choose Bursar’s Office. 
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If you know the code, you can just enter the code in the box. 

 
 
Once the code is selected from the table by double-clicking or entered 
in the box, your screen will look like this: 

 
 
 
Important: In order for the hold to be saved you must save the entry 

by clicking the save icon  . This will save the hold to the student’s 
account. 
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You may also save a record by pressing “F10”. The way you know the 
student has a hold when viewing SOAHOLD is look at the “TO” date of 
the hold. If the date is the current date or earlier, the hold is no 
longer in effect. 

 
In looking at the 2 holds above, the “BS” hold is still in effect because 
the “TO” date is 31-Dec-2099. The “L4” hold is cleared because the 
“TO” date is 8/6/10.  

 
 
Holds are not removed from a student’s record. The holds are end 
dated. 
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Clearing a Hold from a Student’s Record: 
To clear a hold or “end-date” a hold in Banner, you will go into the 
student’s record as previously discussed. You will go to the hold code 
that you have been assigned and change the “TO” date to the current 
date. 
Click on the calendar to the right of the TO date block: 

  
Next click on the “Today” button on the Calendar. 
The calendar will change to the current date: 
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Click the “OK” button. The current date will populate the TO date block 
instead of the Banner End-of-Time date. 

 
Now you need to save the record as previously instructed. The next 
person who views this record will see the “CS” code has move down in 
the list as shown in the next print screen. 
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You can exit the form by clicking on the “X” or you can “Roll Back” to 
the beginning of this form by clicking the “Roll Back” Button. 
 

 
The red bracket shows current holds and the green bracket with the 
smiley face shows holds that have been cleared or end-dated. 
Exiting a form  
To exit the any Banner form click the X (Exit button). 
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To review a student’s account, you may go to TSAAREV if you have the 
proper access. You can see if a student has active holds by looking in the 
hold box as highlighted below: 
 

 
You may also, if you have the proper access, go to SZAAREG. Holds 
are indicated in the highlighted box: 
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One Stop Express Student Services 
Is opening Summer 2013 on the ground floor of Hodges Library. This office will handle 
the most common enrollment, registration, financial aid and payment services at one 
location.  
 

 List of Services and Activities 
 
Following is a sampling of the services and activities that will be available at One Stop 
Express Student Services: 
 

• Assistance  with viewing and paying your bill online 
• Check your account balance 
• Get information on billing activity 
• Accept checks and money orders through our drop box 
• Enroll in a deferred payment plan 
• View your academic history 
• Order official transcripts and diplomas 
• Get graduation and commencement information 
• Verify your enrollment or degrees 
• Assistance with your class registration and schedule 
• Determine your financial aid eligibility including loans, grants, and scholarships 
• Check status of financial aid awards 
• Drop off your required documentation 
• Apply and receive Emergency Loans 
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Bursar’s Office Services 
 
The Bursar’s Office will be closing to normal student traffic on June 3 with the opening of the 
One Stop Express Student Services office on the ground floor of Hodges Library. The Bursar’s 
Office will process student transactions as outlined below. 
 

1. Student Volxpress statements 
2. Process all payments 
3. Process Exemptions (Payroll based and external) 
4. Bill Contracts (3rd Parties) 
5. Receipt Scholarship checks 
6. Internal Collections 
7. Assign to Collection Agencies 
8. Financial portion of withdrawals 
9. Respond to Footprint tickets 
10. Fee Assessment  
11. Appeals for late fees 
12. TouchNet security  
13. Process loan EFT files 
14. Returned Checks 
15. Maintain OS Fee Information on Web Site 
16. Schedule Cancellations 
17. Central Cashier functions 
18. Upgrade, testing of Banner, TouchNet, Evisions, etc. 
19. Set up Deferred Payment Plans 
20. Schedule fee payment deadlines  
21. Assist Departments with fee related issues 
22. 1098-T processing 
23. Refunds – Financial Aid, dropped classes, withdrawals, credit balances 
24. Process Athletic Aid checks  
25. Direct Deposit  
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Bursar’s Office Staff 
 

Jackie Benshoof, Supervisor…………………………….974-1393 
 Collection Agencies, Write-offs, Bankruptcies 
Renee Bumgarner, Financial Specialist I……………….974-2222 
 Athletic Payments, Grad Exemptions, Reconciliations 
Amy Byrd, Accounting Asst III….……………………..974-1377 
 Withdrawals 
Taina Cabage, Accounting Asst. II...……………………974-3165 
 Scholarships, Receipt Payments 
Randalene Collins, Admin. Spec. II…………………….974-4403 
 Returned Checks, Appeals, Mail 
Melissa Crisp, Accounting Spec. II…………………….974-0593 
 Third Party Contracts, Direct Deposit 
Cindy Duncan, Compliance Officer.……………………974-1383 
 Fee Assessment, Course Fees 
Susan Forman, Bursar……………………………………974-1384 
 Fee Assessment, TouchNet, Banner 
Dee Fortenberry, Asst. Bursar……………………………974-1380 
 Appeals, Banner, Footprints 
Kim Galyon, Admin. Spec. III…………………………..974-1382 
 Central Cashier, Dept. Deposits, Wire Payments 
Amy Kennedy, Accounting Spec. I…..…………………974-1392 
 Refunds, Third Party Billings 
Joycann Lane, Accounting Spec. II……..………………974-1381 
 Central Cashier, State ACH Payments, On-line Receipting 
Susie Melas, Accounting Asst. III……………………….946-3100 
 Phone, Emails, General Questions 
Christie Myers, Accounting Asst III…………………….974-8423 
 Withdrawals, Parent PLUS Loans/Executive MBA 
Kristy Pettiford, Sr. Accounting Asst. II.……………….974-1406 
 Scholarships, Receipt Payments 
Sharon Price, Accounting Spec I………………………..974-0383 
 VA, Teacher & State Employee Discount, Voc. Rehab 
Dayna Tampas, Accounting Spec. II……………………974-2896 
 Internal Collections, Emails, Returned Mail 
Thelma Vandergriff, Accounting Spec III.……………..974-1394 
 TouchNet, Returned Checks, File Loads, Staff Exemptions 
 
Email: StudentAccounts@utk.edu  
Phone: (865) 946-3100 
Fax: (865) 974-1945 
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Screen Shots and Forms for Review 
 
Automatic Messages from TouchNet: 
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Example of text included in message: 
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Automatic Text Messages: 
 

 
 
Example of test message content: 
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Student View of MyUTK: 
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Stop Payment Form: 
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E-Bill VolXpress Statement from TouchNet: 
 

 
 
Executive MBA Programs  
 EMBA – Executive 
 SEMBA – Senior Executive 
 PEMBA – Physicians 
 AMBA - Aerospace 
 Global Supply Chain 
  
Consortium Agreement: 
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Contract Authorizations: 
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Student Withdrawal Process – Bursar’s Office 
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Internal Collection Notification Process: 
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May 21, 2013 
 
 
 
«FNAME» «LNAME» 
«STR1» 
«STR2» 
«CITY», «STATE» «ZIPC» 

 
                   IMPORTANT NOTIFICATION ABOUT YOUR DELINQUENT 

ACCOUNT 
 
Your VolXpress account is now delinquent.  Electronic statement reminders have 
been sent to you and the account detail is on MyUTK for your review.  Should you 
have any questions about your account, please contact us. Otherwise, we look 
forward to receiving your payment at this time.  Please make your check payable to 
The University of Tennessee for the total amount due. 
Please note that future registration services, transcripts, grades, and other University 
services will not be provided until the total amount due is paid in full.  If payment or 
satisfactory arrangements are not made by the date shown, collection costs of up to 
25% may be added to your account.  
Detach bottom portion of this letter and return with your check payment or log 
on to your MyUTK account to pay by credit card or e-check.  
 

ID DUE DATE TOTAL AMOUNT DUE 
«ID» 12/16/11  $  694.00 

  AMOUNT PAID 
  $ 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

To pay by Visa, Mastercard, Discover, or e-check, use MyUTK online 
at: https://myutk.utk.edu.  

Make check payable to the University of Tennessee. 
Check here if you have enclosed a CHANGE OF ADDRESS notice. 
______ 
 REMIT TO: 

 
The University of Tennessee 
Bursar’s Office 
211 Student Services Building 
Knoxville, TN 37996-0225 

«FNAME» «LNAME» 
«STR1» 
«STR2» 
«CITY», «STATE» «ZIPC» 
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May 21, 2013 
«FNAME» «LNAME» 
«STR1» 
«STR2» 
«CITY», «STATE» «ZIPC» 

 
          FINAL NOTICE - Delinquent Account 

 
Numerous notifications have been sent requesting payment of your outstanding debt.  
If payment is not received by the due date of this final notice, your account will be 
placed with a collection agency.  
If you anticipate any delay beyond the due date in paying your account, you must 
contact this office immediately at (865) 974-4495. We must emphasize that this is 
your final opportunity to pay this account and work with the university before it is 
referred for further collection activity. 
Detach bottom portion of this letter and return with your check payment or log 
on to your MyUTK account to pay by credit card or e-check. 

 
 

ID DUE DATE TOTAL AMOUNT DUE 
«ID» 10/15/11 $ 4,221.00 

  AMOUNT PAID 
  $ 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

To pay by Visa, Mastercard, Discover, or e-check, use MyUTK online at MyUtk.edu.  
Make check payable to the University of Tennessee. 

 

REMIT TO: 
 
The University of Tennessee 
Bursar’s Office 
211 Student Services Building 
Knoxville, TN 37996-0225 

«FNAME» «LNAME» 
«STR1» 
«STR2» 
«CITY», «STATE» «ZIPC» 
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May 21, 2013 
«FNAME» «LNAME» 
«STR1» 
«STR2» 
«CITY», «STATE» «ZIPC» 

 
           

PAYMENT AGREEMENT   
 
Based on your payment agreement, please remit your monthly payment at this time.  
In the event that we do not receive your payment as agreed, we will consider our 
agreement void and will resume appropriate collection activity, including the 
assessment of collection costs to your account. Should you have any questions about 
your account, please contact our office at (865) 974-4495. 
 
 
 

ID DUE DATE TOTAL AMOUNT DUE 
«ID» 10/15/11 $ 4,221.00 

  AMOUNT PAID 
  $ 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

To pay by Visa, Mastercard, Discover, or e-check, use MyUTK online at MyUtk.edu.  
Make check payable to the University of Tennessee. 

 

REMIT TO: 
 
The University of Tennessee 
Bursar’s Office 
211 Student Services Building 
Knoxville, TN 37996-0225 

«FNAME» «LNAME» 
«STR1» 
«STR2» 
«CITY», «STATE» «ZIPC» 
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May 21, 2013 
«FNAME» «LNAME» 
«STR1» 
«STR2» 
«CITY», «STATE» «ZIPC» 

 
                   IMPORTANT NOTIFICATION ABOUT YOUR DELINQUENT 

ACCOUNT 
 
Thank you for your recent payment on your account.  Please pay the balance in full 
in order to avoid further collection activity. Should you have any questions about 
your account, or need to set up specific monthly payment arrangements, please 
contact our office at (865) 974-4465 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

ID DUE DATE TOTAL AMOUNT DUE 
«ID» 10/15/11 $ 4,221.00 

  AMOUNT PAID 
  $ 

Check here if you have enclosed a CHANGE OF ADDRESS notice. 
______ 
 

REMIT TO: 
 
The University of 
Tennessee 
Bursar’s Office 
211 Student Services 
Building 

   

«FNAME» «LNAME» 
«STR1» 
«STR2» 
«CITY», «STATE» «ZIPC» 
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May 21, 2013 
«FNAME» «LNAME» 
«STR1» 
«STR2» 
«CITY», «STATE» «ZIPC» 

 
 

                   IMPORTANT NOTIFICATION ABOUT YOUR ACCOUNT 
 
Thank you for the recent payment on your account.  Should you have any questions 
about your account, please contact our office at (865) 974-4465 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

ID 
REMAINING 

AMOUNT DUE 
«ID» $ 4,221.00 

Check here if you have enclosed a CHANGE OF ADDRESS notice. 
______ 
 

REMIT TO: 
 
The University of 
Tennessee 
Bursar’s Office 
211 Student Services 
Building 
Knoxville  TN 37996-0225 

«FNAME» «LNAME» 
«STR1» 
«STR2» 
«CITY», «STATE» «ZIPC» 
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Forms in Banner: 
 
TSAAREV – Account Review 
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TSICSRV – Customer Service Inquiry 
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TSAACCT – Account Review 
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TSADETL – Student Account Detail 
 
View Enrollment Deposits: 
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To see if charges have been billed, statement date, due date, etc. 
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SFAREGF – Student Fee Assessment Query 
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SFAFAUD – Fee Assessment Audit – You next block on any line and see what fee 
assessment rule was used. 
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TGACOMC – Comment Central-Double click on either shaded sheet to view the 
comment. 
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SPACMNT – Space Mountain Use for more than 1 line comments. 
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TSATAXN – Student Tax Notification – There are several pages to this form. You will 
next block to see the next page. 
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RPALORG – Direct Loans & Parent PLUS Loan info 
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RPAAWRD – Student F/A Award Info 
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RHAAREQ – Applicant Requirements 
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Student Appeal Contact List 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 


	You will see this screen when you first log into TouchNet:
	You will click on Applications and choose Bill+Payment.
	You will then be presented with this screen:
	Authorized Users is where you will go to find if a parent or third party has FERPA Financial Access. In this case, you can see that Susan Forman has FERPA access for this student.
	The Bursar’s Office, Financial Aid Office and One Stop  Counselors also have the ability to add a student to a deferred payment plan if dictated by circumstances. If the student can pay the 50% down payment, they can be added to the regular deferred p...
	Pull the student up on the Customer Service screen as illustrated above.
	These are the payment plans you can select from each term:
	The Spring 2013 Deferred Pmt Plan is the one you would select if they are making the 50% down payment.
	After clicking Select, you will be presented with this form:
	Click Continue.
	This will show you the charges to be included in the plan, contracts, exemptions, financial aid and any payments to be applied to the charges:
	Click Display Payment Schedule:
	This will give you the dates and the amounts to be paid on each date. These amounts will appear on the students account as memo items and will not show in current amount due until the due date. Click Process Enrollment. The student will then receive a...
	You go through the same steps to enroll students in the other available payment plans. The 50% down payment plan is the only one available online through MyUTK.
	To view  a student’s activity on TouchNet, go to View Login History. You will also find the students email address and cell phone number.
	To view  student activity, click the tab, enter the term you wish to view and click on View.
	To view payments, click the payments tab, select the term and click on View.
	You can also select to View Agreement History if the student has been on any deferred payment plans.
	To view the official statements sent to the students, click on “View Statement” tab and select a statement date and click on “Print/View Statement”. You can also see the account activity since the last statement was made available to the student.
	Each statement begins with the balance from the previous statement. If a student pays in full at the beginning of each term, you will only see one statement per term. Students on a dpp will have 3 to 4 statements per term. The statement will have the ...
	One Stop Express Student Services
	Is opening Summer 2013 on the ground floor of Hodges Library. This office will handle the most common enrollment, registration, financial aid and payment services at one location.
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