
Process flow: IRIS Entry
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Identifies courses 
in lecture/lab 

format to identify 
section leaders

Gathers printed 
budget list, soft 
commitments, 

payroll abstracts, 
HRMS worksheets, 
appointment letters, 
UM Reports, list of 
TA’s and UGTA’s, 

etc to aid entry

Are primary 
instructors listed in 

ECS correctly?

No

Corrects and 
updates ECS

Yes Notifies Sr Acct 
that IRIS is ready

Creates cheat 
sheet with salary 

and fringe for TA’s
Enters info into 

IRIS
Is Outstanding 

Issues report clear 
of issues?

No Makes corrections 
in IRIS

Is Authorized 
Users report 

correct?

No

Sends changes to 
Ed Zerylnick/Fiscal 

Admin

Yes

Review IRIS Budget 
Reconciliation 

Report. Does report 
match?

No

Makes corrections 
in IRIS or notify 

Pandora Aaron of 
budget changes

Verifies dept 
transfers are 

complete
Yes

Review IRIS Payroll 
Comparison Report. 

Does IRIS match 
actual payroll?

No Makes corrections 
in IRIS or Payroll

Yes
Are there non-

instructional expenses 
on 20031 program?

Yes

Processes JE to 
move expenses

No Notifies Dept IRIS 
is ready for review

Reviews IRIS 
entry

End

Identifies all TA’s 
and UGTA’s

Identifies all 
replacement 

instructors for 
course buyouts, 

faculty leaves, and 
IAS fellowships

Are TA’s and 
UGTA’s listed in 
ECS correctly? 

(optional)

Corrects and 
updates ECS

No

Yes

At end of 
semester: 

Verifies UGTA 
estimates are 
correct in IRIS

Acronyms:
TA: Teaching Assistant

UGTA: Undergrad Teaching Assistant
ECS: Electronic Course Scheduling System

JE: Journal Entry

Yes
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