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Region 3 Meeting

Use NextGen for:

»Planning
* Budget

» Operations
* Bank transactions
* Payments
* Reporting
* Expenses

Managing Finances in NextGen . .
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NextGen providos a single place for your financial

vatable, chck on the Inks bsiow
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https://www.ieee.org/nextgen

4 Managing Finances in NextGen

Getting access

» 2 Factor Authentication (2FA)
* |[EEE ID/PW & Ping ID

IEEE - Sign in to access the secure content

Email address:

joe.pennisi@ieee.org

PF_AS_FOR_PA
Authenticating on
motorola motorola one 5G ace

> Forgot password

se Code
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Managing Finances in NextGen

Centralized tools

» Annual budget
» Budget vs Actual reporting

» Banking transactions » Concur Expenses
> Payments » Expense report approval
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4 NextGen Banking Dashboard
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https://mynextgen.ieee.org/

NextGen Banking:

Account Activities s : i NextGen Cloud:
B vs A Reporting

NextGen Expenses:
(opens Concur)

SoutheastCon 2022 & IEEE
Mobile, Alabama e R,


https://mynextgen.ieee.org/

Planning

Budget activity requires staff help

»Budgets are manually loaded by MGA Finance staff
» Create budget from template (provided by MGA staff)

* Example: Region 3 budget (revenue and expense section snippets)

Project Task Raw Cost Project Task Raw Cost
R3 | Southeastern USA - Region 3 |1.10.000 | 000 Individual R3 | Southeastern USA - Region 3 |4.10.000 | 000 Meetings

R3 | Southeastern USA - Region 3 |1.20.000 | 000 Corporation R3 | Southeastern USA - Region 3 |4.10.010 | 010 Section Meeting

R3 | Southeastern USA - Region 3 |1.30.000 | 000 Foundation R3 | Southeastern USA - Region 3 {4.10.020 | 020 Subsection Meeting

R3 : 50“‘:335'9'" USA - Region 3 |1.30.010 : 010 R3 | Southeastern USA - Region 3 |4.10.030 | 030 Chapter Meetings

R3 | Southeastern USA - Region 3 1.30.020 | 020 R3 | Southeastern USA - Region 3 |4.10.040 | 040 Other Meetings

R3 | Southeastern USA - Reg?on 3 |2.10.000 | 000 Meetings & Social Events R3 | Southeastern USA - Region 3 |4.15.000 | 000 Chapter & Affinity Group Support

R3 | Southeastern USA - Reg!on 3 [2.10.010 | 010 — R3 | Southeastern USA - Region 3 |4.15.010 | 010 Subunit

R3 | Southeastern USA - Regfon 3 12.20.000 | 000 PUbhca,t'.ons R3 | Southeastern USA - Region 3 |4.15.500 | 500 Council

R Sovessom bon- Regian 240000 000 g Now FEE RS | outheastern USA - Region 3 14.15.600 | 600 Other

R3 | Southeastern USA - Region 3 |2.50.000 | 000 Conference Revenue R3 | Southeastern USA - Reg!on 3 4.20.000 | 000 Publ,cat!ons - 500.00
R3 | Southeastern USA - Region 3 |2.50.070 | 070 SoutheastCon 15000.00] [R3 | Southeastern USA - Region 3 14.20.010 | 010 Publications Committee

R3 | Southeastern USA - Region 3 |2.60.000 | 000 Educational Activities R3 | Southeastern USA - Region 3 14.20.020 | 020 Publications Projects

R3 | Southeastern USA - Region 3 |2.60.010 | 010 STEM R3 | Southeastern USA - Region 3 |4.30.000 | 000 Advertising Expense - IEEE

R3 | Southeastern USA - Region 3 |2.60.020 | 020 Other R3 | Southeastern USA - Region 3 |4.40.000 | 000 Advertising Expense - Non-IEEE

R3 | Southeastern USA - Region 3 |2.70.000 | 000 Professional Activities R3 | Southeastern USA - Region 3 |4.50.000 | 000 Conference Expenses

R3 | Southeastern USA - Region 3 |2.70.010 | 010 Professional Development R3 | Southeastern USA - Region 3 |4.50.010 | 010 Conference Committee

R3 | Southeastern USA - Region 3 [2.80.000 | 000 Student Activities R3 | Southeastern USA - Region 3 |4.50.020 | 020 Conferences 2500.00
R3 | Southeastern USA - Region 3 [2.90.000 | 000 Project Revenues R3 | Southeastern USA - Region 3 |4.50.100 | 100 SoutheastCon Recurring

R3 | Southeastern USA - Region 3 |3.10.000 | 000 Rebate from IEEE 83000.00 R3 | Southeastern USA - Region 3 |4.50.110 | 110 Equipment 2500.00
R3 | Southeastern USA - Region 3 |3.12.000 | 000 Region Assessment 25000.00 R3 | Southeastern USA - Region 3 |4.50.120 | 120 Conference Committee Travel 4000.00
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Planning

Customization available
»Budgets are manually loaded by MGA Finance staff
» Create budget from template (provided by MGA staff)

» MGA Finance team will include standard Task Codes
* You can request additional specific codes — example ENCS expense Task Codes

R30171 | Eastern North Carolina Section |4.15.010 | 010 Subunit

R30171 | Eastern North Carolina Section [4.15.220 | 220 WIE

R30171 | Eastern North Carolina Section [4.15.210 | 210 Young Professionals
R30171 | Eastern North Carolina Section |4.15.500 | 500 Council

R30171 | Eastern North Carolina Section |4.15.600 | 600 Other

R30171 | Eastern North Carolina Section |4.15.020 | 020 Internet of Things (loT)
R30171 | Eastern North Carolina Section |4.15.030 | 030 Comp Intelligence(CIS11)
R30171 | Eastern North Carolina Section |4.15.040 | 040 Computer Society (C16)
R30171 | Eastern North Carolina Section |4.15.050 | 050 EMBS (EMB18)

R30171 | Eastern North Carolina Section |4.15.060 | 060 EMC (EMC27)

Sta ndard budget tem plate 4.15.xxx R30171 | Eastern North Carolina Section |4.15.070 | 070 GRS (GRS29)

R30171 | Eastern North Carolina Section |4.15.080 | 080 IES (IE13)

R30171 | Eastern North Carolina Section |4.15.090 | 090 Photonics (PHO36)
R30171 | Eastern North Carolina Section |4.15.100 | 100 Power Elec (PEL35)
R30171 | Eastern North Carolina Section |4.15.110 | 110 Rob & Auto (RA24)
R30171 | Eastern North Carolina Section |4.15.120 | 120 Sig Proc (SPO1)

R30171 | Eastern North Carolina Section |4.15.130 | 130 Tech Mgmt (TM14)
CUStom ENCS bUdget tem plate 4‘ 15'XXX R30171 | Eastern North Carolina Section |4.15.140 | 140 ACME(APO3,EP21,ED015,MT)

R30171 | Eastern North Carolina Section |4.15.150 | 150 IT&ComSoc (IT12 & COM19)
R30171 | Eastern North Carolina Section [4.15.160 | 160 PES & IAS (IT12 & PE31)

R3 | Southeastern USA - Region 3 |4.15.010 | 010 Subunit
R3 | Southeastern USA - Region 3 |4.15.500 | 500 Council
R3 | Southeastern USA - Region 3 |4.15.600 | 600 Other

SoutheastCon 2022 IEEE

Mobile, Alabama o ety
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Planning

Budgets in tool are key to efficiency

»Budgets are manually loaded by MGA Finance staff
» Create budget from template (provided by MGA staff)

» MGA Finance team will include standard Task Codes
* You can request additional specific codes — example ENCS expense Task Codes

»Enables on-demand B vs A reports directly from NextGen Cloud

»Provides a single method to obtain official finance report

SoutheastCon 2022 <& IEEE
Mobile, Alabama S
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Operations — Account Balances

Region 3 Meeting e
S Ty ey

»View all bank transactions through “Access Accounts”

' V\;;I;;;:Ito NextGen Joseph!
»Opens “coupa” dashboard to account balances o —
Clear out filters to see o — )

your account balances

Account

rrrrr

Change Dates here for
balances on given dates

SoutheastCon 2022 & IEEE
Mobile, Alabama e R,
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Operations — Bank Transactions

Cash Flows view will be most frequently used

x o+ -
° e borking eee org/ M Casidate Qs w 0@
B 10 N b & AR o

coupa
elect “Cash Flows” to

see all transactions

- CT > Treasury > Cash Management > Cash Flows

€ v 0" @@
Bank Accounts . @ “Cash Flows and Balances" - Page view has been loaded

v q) e[~ Adcount Type [<al ) Catacery [<a M=10)
Casnrol [<al vjo . gesssns V] Q) pa—— 5]

5 |

=RV

T

*ee Select HOP from drop down

Select “all” for Account
Select start/end date of interest
Click “update”

A
[

»Need to set several fields before “update” to get data

SoutheastCon 2022 & IEEE
Mobile, Alabama e R,




Operations — Bank Transactions
Details and tagging

»Shows all transactions in given date period

Note: Tagging in NextGen
Banking does NOT sync with ilicoupa

NextGen Cloud — Currently a ]
manual tagging and upload o
process is required to enable st
reports. Z )
Tagging is possible but Task drop m —
down has more options than &% o

should be available for tagging

Export current view to spreadsheet CSV
file for those inclined to work with those

. PO ®®@

300000-Regian 3

CT » Treasury » Cash Management > Cash Flows O

Transaction Tagging:

- Expense/Revenue Type

- Task (task code)

Need to limit to GL codes in Budget

SoutheastCon 2022
Mobile, Alabama
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Operations — Bank Transaction Tagging (official)

Transaction tagging requires staff assistance

» Official transaction tagging requires manual upload by MGA Finance team
»The proposed plan is to submit tagged transactions in spreadsheet quarterly
»Finance team will send reports to tag and return

»Once these are uploaded by Finance team, B vs A reports will be accurate

Question??

Is there desire for more frequent uploads? Region reports are monthly.

SoutheastCon 2022 <& IEEE
Mobile, Alabama S




Bookmarks

System

Operations — Bank Transaction Tagging (unofficial)

Tagging if you want to do more on your own

» For those who wish to tag in banking

cT

» Treasury » Cash Management > Cash Flows

. @00 @@

® Filters

©® Special Funciigas

®Qae

1o e 1~ K e e

Cash Pool [<all»

@ More Filters

VelueDate  Amount | Coy,

11887 | USD

3500 | USD
4495 | USD

108598 | USD

@@
06

egion 3 299104 | USD | Miscellanecus ACH Debrt

(-Region 3 <3525 | USD | CB Card Transaction

egion 3 11558 | USD | Intesest Paid

0-Region 3 USD | Cancur Activity

egian 3 USD | Intesest Paid

eeeeeee8d

v Q oy [<al= ~|0

Expense/Revenue Type
Reintesest income
E-Payment Processing Charges

E-Payment Pro

E-Conference Expense
E-Conference Expense
E-Postage & Mailing
Feinterest Income
E-Miscellansous

Frintesest Inc

0000 IEEE

count Interest
6-450,100/100 SautheastCon Recurring
6-450.100/100 SoutheastCon Recurring

6-450.110/110 Equipment

G-4 50.120(120 Conference Commuttee Tr.
6-5/60.000/000 Other Management & General Expense
00 IEEE

Account Interest

Conferences

G-3.40.0000000 IEEE CB Account Interest

Transaction Code

CBCARD

CECARD

CRCARD

USVOLUNTEE

Payment Rt
Interest Cal

3338-M8B6

OTHER REF
OTHER REF

3338-M88T

@ ieee

Ca

£2 Caupa Treasusy - Google Chrome

-banking.jeee.org/LMCash

sh Flows

Account
Value Date
Booking Date
Amount

Payment Refer

Category

enDetail asp?aCSHID=2706884a_ClientiD=1918a_ClientlD_ms=2a_ ClientlD_tl=

300000-Region 3

1142022 A\

12022 A
11887
o Interest Calculation; 12/1/2021 - 12/31/2021 @ 32%

Interest Paid () v

@ Additional Information

Payment Template

Direct Debit Template

Ex|

Interest Calculation

LORD CHARLES E

culation: 2/

pense/Revenue Typ
Tas!

Relnterest Income v Q
(-3.40.0001000 IEEE CB Account Interest v Q

G/L Account

Transaction Code

Counterparty | <none »

Payment

Cash Flow Rule

Processed By (8080571

Date Changed

Entered by 56

Date Entered 1/14/2022203.20 PM

11/2022-1/31/

port masks 202

Click “save” when complete

- o x

rg=bgf allefia Wrgt.. @

X

Select Type & Task from drop down
*Make sure to only use Task from budget

4?

Frenmnce:

SoutheastCon 2022
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Operations — Payments

Transfers between NextGen accounts

Zcoupa frcoupa
.- CT > Banking > Payment Processing > IC Payments: Coupa default view (2]
» IC Paymer . “ )
B§  senking W o ) ) Click “New” [
- ution status 1
= | itoms fitered 3 € Conversion g
¥ Payment Processing = . Gy Pewhes Mok T o

Payment Reference

Transaction Curre

Enter your account & receiver account
Receiver Account

''''''' is free form

~ ] [ - please select -

Note: You must be the owner of the
Payer Account to use this transfer.

Currency

)

Date transfer is effective and amount

SoutheastCon 2022
Mobile, Alabama
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Operations — Payments

Transfers between NextGen accounts =

{;}coupa ﬁcoupa Receivables (+)

- m  CT > Bonking > Payment Processing > IC Payments: Coupa default view o Credit Card Receipts ()
= . aymer =0 Vokn e = "
=0 Banking = Nasvaize s Miscellaneous (+)

jon
- =
- H | itemns fitored O € Comersion 7 Miscellaneous ACH Debit ()
E—I ¥ Payment Processing = Wy Pawhso Receiver A ey Vabue Dote

Intl Money Transfer Credit ()
Payments
Payment Templates

IC Payments

garch Payments

Check Paid ()

ZBA()

A% Interest Paid ()
) New: IC Payment Miscellaneous Credit ()
% Payment Type Miscellanecus Debit ()
O Payment Enter your account & receiver account PNC Actiity 0
Check Deposit Package ()
g .Payment Reference N eecener Ao
srten is free form

Intl Money Transfer Debit {)

v ] [ - please select - / CB Card Transaction ()

Value Date Amount Currency
Note: YOU mUSt be the Owner Of the ] Outgaing Meney Transfer ()
Payer Account to use this transfer.

- please select -

Payment Reference Miscellaneous ACH Credit ()

FDMS MC/Visa/Discover Fee ()

FDMS MC/Visa/Discover ()
Transaction Code

Category

For Category, Account Transfer() is the
most likely choice.

[ - please select -

Date transfer is effective and amount Cancel ml /

SoutheastCon 2022
Mo bi Ie p AI a ba nE! Advancing Technology

for Humanity

<IEEE
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Operations — Reporting

Budget and transaction tagging upload = system generated report

»Once tagged transactions are uploaded, generate report from NextGen Dashboard

»u0@

e SEEE

Hame.

Select Start/End date (recommend 1/1/year & 12/31/year for report)
Select Project Number (Sections start with R and follow with HOP #)
Select the uploaded budget template (leave budget type “Year To Date”)
Press Apply

1.
2.
3.
4.

Important: Report is downloaded as XLS file, not shown on screen
Contains Summary and Detail tabs /

SoutheastCon 2022 < IEEE

Advancing Technology

MObiIe’ Alabama for Humanity




Operations — Reporting (Alternate/Interim)

For those who prefer more on their own

» Depending on your transaction volume, you can manually update the B vs A report in
between uploaded tagged transaction files (this is what | currently do)

* Recommended ONLY if you are comfortable working in Excel with formulas

* This is helpful only if you also correctly tag transactions in NextGen Banking

» Manual process
1. Utilize initial B vs A report to create report template

2. Replace Over/Under values with formula; replace Total lines with
appropriate sum formulas — use for future reports too

3 View Cash flow from 1/1/2022 to 12/31/2022
4. Export Cash flow view to CSV

5. Sort cash flow by Task

6

Manually (or with some Excel manipulation) sum all transactions
by task

/. Transfer sums to B vs A page, save and/or output to PDF report

Financial Row Amount Budget Amount Amount Over/(Under) Budget
Ordinary Income/Expense
Income
2.00- 2 Prog Rev.
2.50 - 50 Conference Revenue
2.50.070 - 070 $0.00 $15,000.00 ($15,000.00)
Total - 2.50 - 50 Ct Revenue $0.00 $15,000.00 ($15,000.00)
Total - 2.00 - 2 Prog Rev $0.00 $15,000.00 ($15,000.00)
3.00 - 3 Other Recpt
3.10 - 10 Rebate from IEEE
3.10.000 - 000 Rebate from IEEE $0.00 $83,000.00 ($83,000.00)
Total - 3.10 - 10 Rebate from IEEE $0.00 $83,000.00 ($83,000.00)
3.12 - 12 Region
3.12.000 - 000 Region $0.00 $25,000.00 ($25,000.00)
Total - 3.12 - 12 Region $0.00 $25,000.00 ($25,000.00)
3.40 - 40 IEEE CB Account Interest
3.40.000 - 000 IEEE CB Account Interest $338.20 $750.00 ($411.80)
Total - 3.40 - 40 IEEE CB Account Interest $338.20 $750.00 (5411.80)
3.70 - 70 Other Income
3.70.010 - 010 Life Mem Fund-students $0.00 $1,500.00 ($1,500.00)
Total - 3.70 - 70 Other Income $0.00 $1,500.00 ($1,500.00)
3.75-75Loan
3.75.010 - 010 on Seed Loan Repaym: $0.00 $5,000.00 ($5,000.00)
Total - 3.75 - 75 Loan $0.00 $5,000.00 ($5,000.00)
3.95 - 95 Bank Account Transfers
3.95.000 - 000 Bank Account Transfers (incoming| $0.01 $0.00 $0.01
Total - 3.95 - 95 Bank Account Transfers $0.01 $0.00 $0.01
Total - 3.00 - 3 Other Recpt $338.21 $115,250.00 ($114,911.79)
Total Income $338.21 $130,250.00 (5129,911.79)

SoutheastCon 2022
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Operations — Expense Approval

Route all expenses through Concur

$IEEE

ALERTS
MY TRIPS (1)

> All EXpense activities will open Concur page S ——

MPRO3 Soutossicen 2022 COMPANY NOTES

»Note: Treasurer MUST have a Concur account
* Needed to approve expenses
* Expense reports require 2 approvals — Treasurer & Chair

SAP Concur

SoutheastCon 2022 &IEEE
Mobile, Alabama Advancing Techrology

for Humanity
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Operations — Expense Approval

Levels transfer to NextGen tasks

Create a New Expense Report Create a New Expense Report

Purpose Levels 1-4

ort Purpose Level

» Level 1 typically Region or Section &~~~ "1 &

Expe
T lo search by:
Cote

» Level 2 — Region 3

» Level 3 — Region 3

» Level 4 — match your NextGen
budget task code entries

Create a New Expense Report

» These transfer into NextGen
Banking directly

SoutheastCon 2022 <& IEEE
Mobile, Alabama S
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Operations — Expense Approval

Levels transfer to NextGen tasks

Purpose Levels 1-4

| Type to search by:

» Level 1 typically Region or Section | = O Text @ Code
- | (Code) Text
» Level 2 — Region 3 S ——

(5.15.000) 000 Sections Congress

» Level 3 — Region
€8 3 (5.20.000) 000 Travel Expense

» Level 4 — match your NextGen ~|(5.20.010) 010 Region Travel
budget task code entries e |(5.20.020) 020 Section Travel
f (5.20.030) 030 Council or Area Travel
a (5.20.040) 040 All Other Travel
» These transfer into NextGen E(520OSG]O5OSOUIheaS{CU|‘|Travel
Banking directly (5.20.060) 060 R3 Planning Travel -

4 3

SoutheastCon 2022 <& IEEE
Mobile, Alabama S




/—

Operations — Expense Approval
Region 3 Meeting

Additional Expense Approval comments

» Approvals must meet IEEE Travel reimbursement policy

»You MUST ensure you review (look at) each receipt that is submitted

» Use this opportunity to ensure Purpose levels are all correct — especially Level 4

»2 Approvers required for all payments
* Treasurer is First Approver
* Chair is typically Second Approver

SoutheastCon 2022 <& IEEE
Mobile, Alabama S
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Summary
Region 3 Meeting

» NextGen supports primary finance management tasks
* Planning — budget entry and tracking
* Banking — transaction tracking, payments & balances
* Reporting — Budget vs Actual reports
* Expenses — Expense report approval

»Some manual processing with MGA Finance team currently required
* Automated reporting requires budget uploading and transaction tagging
* Updates/improvements in process, will roll out over time

SoutheastCon 2022 <& IEEE
Mobile, Alabama S
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Thank you!

Joe Pennisi, joe.pennisi@ieee.org
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