Faculty Support Services

Faculty Support is dedicated to providing skilled and creative administrative support to faculty at the Daniels School of Business. We strive to excel in technical skills, problem-solving abilities, and initiative, and we are committed to customer service.  The Faculty Support staff consists of an Academic Administrator, a Travel/Purchasing Administrator, and your Departmental Administrative Assistant.  
The Academic Administrator provides support to all faculty with more specialized administrative tasks surrounding course materials and student hiring.  
The Travel/Purchasing Administrator reconciles faculty travel expenses and provides procurement support for both small and large purchases. 
Departmental Administrative Assistants provide administrative, classroom, and research support to assigned departments and its individual faculty.  
Academic Administrator 			Julie Gable - gablej@purdue.edu

· Case Packets and Simulations via Harvard Business Publishing or other sources 
· Student hourly hires. Contact Julie directly or find form at: https://webapps.krannert.purdue.edu/sites/BusinessOffice. 
· Textbooks can be entered into your Dashboard Instructor Portal.  Directions are available and Julie can provide an overview.
· Volunteer and student verification 

Travel/Purchasing Administrator 	Joan Gardner, jgardner@purdue.edu
· International and Domestic Travel reconciliation through Concur (additional information can be found on the Business Office Intranet site)
· Purchasing (items via Amazon or other vendors) – send Joan description and link to item, along with account number to be charged.
· Purchasing (subscriptions or purchases requiring a password) – Joan can provide you with the necessary purchasing card information.  Once completed, send Joan the receipts and account number and she will reconcile the purchase for you 
Note:  All purchases involving computer or technology must go through our IT department.  

Departmental Administrative Assistants
Current Area Assignments:
Accounting	Heather Manion
Finance	LeAnna Mull
Marketing	Sherri Neibert
MIS		Hope Velez
OBHR		Angie Gutterman
SCOM		Sherri Neibert
Quant		Heather Manion
Strategy	Angie Gutterman

At the start of each term, our team works primarily on: Photo Rosters, Seating Charts, Tent Cards, and Brightspace preparation.  Other types of services include (but are not limited to):
· Brightspace: Maintain course page, upload assignments, etc.
· Attendance & grade tracking
· Scantron grading
· Creating all files for course work (word, excel, PowerPoint, etc.)
· Small event and speaker planning
· Coordinate logistics for recruitment visits
· Copy requests
· Room reservations
· Recommendation letters
· Domestic travel reconciliation through Concur
· [bookmark: _Hlk135645276]Purchasing or PRF credit card check out and reconciliation
· Individual faculty reimbursements
· Answering questions, completing general office tasks, and finding contact information as needed throughout the term





Your Administrative Assistant can assist you in completing or locating any of the items below.  Available in our office at KRAN 465 or message them in Teams or email.
Activity Reports: Information on how and when to complete these, will come from Hope Cullers, Data Analytics & Program Assessment – hcullers@purdue.edu.
Business Cards: https://webapps.krannert.purdue.edu/sites/BusinessOffice.
Business Office Home page: https://webapps.krannert.purdue.edu/sites/Home.
Copy Center and Mail: KRAN 160 copycenter@purdue.edu.
In order to reduce heavy work on the local printers and allow them to be available to the entire floor, we ask you not print your class slides on the local printers, especially during regular office hours. Instead, send these large print jobs to The Copy Center.  24-hour notice is appreciated.	
DRC (Disability Resource Center) Testing: https://www.purdue.edu/drc/testing/requesting-services.php.
ECON Schedule Deputy: ECON courses and classroom/exams assignments are scheduled by Mary Schultz, schultm@purdue.edu. Mary is also Admin Assist. to Department Head of ECON and ISS Liaison.
Facilities Manager: Mike Humphrey - humphrey@purdue.edu; Blake Marks – marks55@purdue.edu.
General email address: BRBD@purdue.edu;  You can also submit work (i.e., light bulbs, etc.) via the University’s “Fix-It” portal at https://www.purdue.edu/fix-it/.  

Faculty Evaluations Information: https://purdue.evaluationkit.com/MyEval/Login.aspx. 
IDP (Instructional Data Processing): Proctor requests, test, attendance, quiz scoring https://www.purdue.edu/idp/index.html.
Incomplete grades:  https://www.purdue.edu/registrar/faculty/grading/Grade_Change_Workflow.html.
MGMT Schedule Deputy: Management courses and classroom/exams assignments are scheduled by Amy Kingma, ajkingma@purdue.edu.
Proofreading:  Our Faculty Support Team can assist you with proofreading documents for spelling, and check that footnotes/references are properly noted. 
School of Business Intranet Portal: https://webapps.krannert.purdue.edu/sites/Home.
STAR Account Information: Go to one.purdue.edu and select the faculty reports icon.
