FINANCIAL MANAGEMENT MEETING

April 13, 2004

Minutes 

Welcome and Introductions  

Business Services Updates - Payroll & Benefits Update:

1.  Health Insurance.  The situation remains complicated with higher dollar deductions being taken for unclassified staff and lower dollar deductions being taken for non-represented Classified/LTE staff and classified in bargaining units which have settled their contracts.  Classified in bargaining units which have not settled (largest is WSEU) do not have deductions taken yet.  Rules have been established for staff that are moving between these categories or leaving University employment.  The Board of Regents has submitted a pay plan request to OSER (Office of State Employment Relations) and the Governor to lower the deductions for unclassified staff to the classified level.  If agreed to by the legislature we will run a special payroll to return the excess deduction amounts on a pre-tax basis to unclassified employees and will lower their contributions on a go-forward basis.  The BOR submission includes a pay plan for 2004-05 of 1.35% and $250 lump sum ($125 for non-rep grad assistants) on June 30, 2004 plus one additional personal holiday, thus creating equity with the non-rep classified pay plan of 1% + .10 per hour plus $250 and an additional personal holiday.  As usual life will be very busy in payroll land over the next several months.

2.  APBS/Lawson.  We are approaching the full system test of the Lawson software.  This will run through approx August 15, 2004 at which point a decision will be made about what needs to be done to keep the January 1, 2005 implementation date.  

3.  Kronos for student employees.  The data export from Kronos to the Student Appointment Payroll System is now operational, eliminating the need to re-key hours into the paymaster screen of SAPS for those units using Kronos to collect and approve time and attendance.  We are attempting to get all UW-Madison students using Kronos by the Fall semester if possible.  We will not begin to work on Kronos for classified until after January 1, 2005.

4.  Direct Deposit of Paychecks.  System Administration has floated a policy paper on the use of ACH for payroll disbursement.  The paper would require all newly hired classified and unclassified employees to use ACH beginning July 1, 2004 and all student hourly employees to use it starting Fall semester, 2004.  System intends to contract for a service from a financial institution that will open accounts accessible by debit cards for those who do not have a bank account of their own.

5.  A policy document was sent out by Don Miner regarding depositing money into the UW Foundation, where you receive the money first, as opposed to a person mailing a gift directly to the Foundation gift processing people or going on the Foundation web site to make a donation to your program. There is a deposit form for you to explain what the deposit is all about and what account the money goes into (http://www.bussvc.wisc.edu/howto/admin/gift_funds.html). There is a place for a dean or director signature.  A list will be developed of who is authorized to sign the forms and a list of Division Business Representatives will be available to show who the forms will go back to if the Foundation doesn’t have the signatures.  

Accounting Services 

Shared Financial System Updates

SFS AP Implementation and Impact to Campus Users

Scope: For the initial transition from legacy mainframe processing for accounts payable transactions to the Shared Financial System, we have defined the following transactions as part of the implementation, effective with the start of fiscal year 2005. These transactions are:

1. Travel Expense Reports for employee travel related expenses.

2. Payment to Individuals, including scholarships and payments to human subjects. 

3. Direct Payments that include memberships, registrations, subscriptions, classified advertising, freight and shipping, travel agency invoices, Wright Express gas credit cards, some utility bills, DOA charges for general services and non-travel employee reimbursements.

Any transaction that involves a requisition or purchase order will not be included in the initial implementation.

The following payment forms are being redesigned to reflect SFS terminology for the funding string:

· Travel Expense Report, for travel related expenses only

· Payment to Individual Report

· Direct Payment Form, including Employee Reimbursements

Business Services strongly recommends that the Direct Pay Form accompany all invoices submitted for direct payment. We will also develop a batch form for multiple invoices with the same coding.

These forms will be standardized to make filling out the forms easier for Campus and will soon be available on the web.  Vendor name, amount and funding string information are in a standardized location on the forms. We are requesting that all non-travel purchases use the P-card.  Reimbursement for non-travel purchases that have been made without the P-card will be made via the Direct Payment Form and a checkbox will be provided to identify the request as such. Rough drafts of these forms are attached.

Changes to data in WISDM:

1. Changes to the invoice numbering strategy for TERs and PIRs using the prefix TER, PIR, etc. and the date of the first expense or service. We will use the type of payment as a reference and the date unless there is a true invoice number and invoice date. 

· TER numbering scheme will be TERMMDDYY

· PIR numbering scheme will be PIRMMDDYY

· Direct Payments for employee reimbursement will be ERMMDDYY

· Other Direct Payments will use the date of the payment document or DPMMDDYY.  Direct Payments with an invoice number will be identified as DP plus invoice number.

These reference/invoice numbers will give campus information as to the nature of transaction.

2. The SFS AP system will have a vendor file. This file will start with the first vendor of 500001. Where an existing vendor is already in the Purchasing Vendor File, we will use the Purchasing Vendor Number. Tax identification numbers will be stored in the vendor file for use in tax reporting. 

3. Naming convention for individuals in SFS vendor file will conform to the IRS format – Last Name, (no space) First Name (space) Middle Initial. Example – John J. Smith would be entered as: SMITH, JOHN J (All caps). This change is important to our auxiliary operations or any other area that extracts payment information from WiSDM for use in a separate ERP system.

4. Two systems for AP payment based on type of transaction. Here, the matrix we developed for the defined direct payments would be a useful tool. Campus users will be able to identify the transaction as either SFS or legacy based on the voucher number. SFS voucher numbers are all numeric and have eight digits. Legacy voucher numbers will stay the same, 5 digits plus two characters at the end. SFS voucher numbers will begin with 100000.

5. SFS transactions must be submitted in SFS coding. 

	Naming of Legacy & SFS Funding Codes

	Naming in Legacy
	SFS

	Campus Code (A)
	Business Unit (UWMSN)

	DDS
	DEPT ID (division, department, sub-department combined)

	Activity
	Program

	Class Code
	Account

	Account
	Project/Grant


Update on Payroll Interface Project

Bob Galloway will retire and there will be a new position to handle Salary Cash Transfer and Property Control Manager.  Joan Christiansen has taken that position.  The interface will happen July 2004.  There are 3 parts:  Salary Encumbrance module (web based); Salary Fringe Detail File (SFD) where the payroll calc goes; and Salary Cash Transfer module.  Project/Grants edits have not been resolved.  The function to override error messages will not be available in the Payroll Interface module. Dates will have to be extended or it will have to be put on a different coding.

For Fiscal Year 05 Summer Session, continue to do what you are doing now in Legacy through EPRQ.  In July we will publish when the dates will be final. Everything that is in Legacy will be brought over to FY05 into the new SFD File.  We can’t bring over any negative balance.  There will be a mass load data of 05 encumbrances through UW System in July.  July A Student payroll is the first scheduled to go into the SFD File.  The Salary Cash Transfer will be web based.  It has been tested at UW System and will go into effect in July –August time frame.  The Salary Cash Transfer in the SFS SFD mode is on a “move forward basis” and will not allow you to put in information from FY04.  Dave’s staff will enter the information into Legacy and it will be interfaced to WISDM.  The information will not be available in the SFD database.  Web site forms will be updated.  The Salary Cash Transfers in SFS is a web based application and can be done decentralized. Contact Dave Diericks (262-6360) if you want to volunteer to work on the decentralized Salary Cash Transfers.

WISDM and Data View Update

· WISDM Performance

· We are working with DoIT and UWS to put in production a new data indexing method, which will greatly enhance the system performance/speed.

· New Feature of Period 998 Display

· Will be in WISDM production on April 16;

· These are balance sheet account adjustments between funds and/or departments during the year-end closing period;

· Only applies to non-GPR funds;

· Users need to check on “include Period 998” on the summary page;

· Only displays the summary total of the adjustments – no drill down is available.  If these are offset adjustments within a division, the division roll-up summary will only show $0.

· Budgetary Control Report

· Will be in WISDM production on April 16;

· Listed under “Other Searches” of WISDM main menu page;

· Lists budget and the related balances by departments;

· It’s a generic report that is useful for some campuses or departments;

· Departments that have campus-wide budgets may not find this report useful; Therefore, Madison users should continue using the budgetary reports on the WISDM Add-On Tools page.

· Change in Salary Detail Display

· There will be changes on how to drill down to salary fringe details in WISDM;

· Will be in effect in July, starting with July FY05 payroll, as result of Payroll Interface;

· Still in development.  The SFS team will make an announcement to WISDM users along with user instructions when it is available for testing.

· Project Search During Year-End Closing

· A new and improved feature for project/grant reporting during fiscal year end closing;

· System will automatically give users ITD balances – no need for users to add up FY04 and FY05 balances during the months of July, August and September;

· Users will be able to get ITD balances by month-end or by up-to-date;

· Will be available this coming July.

· AP Searches

· New features for Madison users with the implementation of direct payments in SFS;

· Available in WISDM starting in July, after posting of direct payments in SFS.

· Users will be able to search payments by vendor name, vendor ID or by voucher number.

· The SFS team will work with DoIT and UWS to schedule WISDM data load and to test the data.

· The SFS team will update WISDM manuals accordingly once it’s available for testing.

· Project/Grant Award Info Database Cleanup

· The SFS team is working with DoIT, RSP and the Graduate School on the lean-up of the data;

· Award info for all projects will be reloaded from ESIS to Project Star;

· Daily data load will be incremental – only new projects or updated project info will be added/updated to Project Star.

· Advantages:

· Updated project award info will be reflected in Project Star and WISDM;

· No data corruption if daily data load fails – WISDM will still be available for reporting and the existing data will still be reliable.

· Speeds up the nightly data load process.

· Data View Changes

· Changes resulting from Payroll Interface;

· In the Detail Accounting View, salary will be reported at funding string level by salary account codes.  Users need to drill down in order to see salary by individual.

· A new SFD (Salary Fringe Detail) View will be developed;  It shows salary and fringe information only.  No accounting information is displayed;

· A new combined SFD View and Detail Accounting View will be developed;

· Current Data View users may need to revise their queries accordingly;

· There will be more information on Data View by next FMM meeting in June.

If you have any questions, contact the SFS staff at: sfsmsn@bussvc.wisc.edu 

Update on WISDM Training

Gareth Green of the Madison Shared Financial System team gave an update on Business Services’ plan for training UW-Madison users on the new Salary Encumbrance application.  He reaffirmed that the Salary Encumbrance application was scheduled to move to production on July 1st.  Gareth noted that there would be three new ‘Appointment Searches’ that will implement at the same time the Salary Encumbrance application becomes available. 

Special Note:  UW System and DoIT have agreed to uncouple access for the Appointment Searches from the Salary Encumbrance application authorization.  Anyone who already has access to see detail payroll data will automatically be given access to the Appointment Searches.  

He reminded everyone of the existence of the ‘Salary Encumbrance’ page of the Madison SFS project website (http://www.bussvc.wisc.edu/acct/sfs/sal_enc.html).  Gareth indicated that the SFS team would use this web page to make available documentation for the Salary Encumbrance application.  Gareth noted that he is currently updating the Salary Encumbrance user’s manual to include information on the Appointment Searches.  Gareth reported that the revised manual is currently being reviewed by select campus users, and that the completed revised version should be available online within the next couple of weeks.

Gareth reminded everyone that the authorization form for the Salary Encumbrance application was available on the SFS Salary Encumbrance page (http://www.bussvc.wisc.edu/acct/sfs/salenc_form.doc).  Gareth noted that everyone who requested access for the Salary Encumbrance application last spring should still have access, but asked that the individual users verify that this is true by logging into the WISDM test site (http://wisdmtest.doit.wisc.edu/) and checking the Main Menu for a link to the Salary Encumbrance application.  Gareth indicated that, if there were any questions regarding what Divisional staff had already been given access to the Salary Encumbrance application, to contact him.

He reported that, when it came to the actual training, it was the intention of the SFS team to partner with administrative staff within the various Divisions/Departments.  Gareth explained that while the SFS team has a good core base of knowledge in the functional and navigational issues involved with the Salary Encumbrance application, and is comfortable in providing document creation and other training support activities, the team lacks the expert understanding of the actual business practices in use by the Divisions/Departments.  Gareth stated that a combination of the SFS team’s knowledge of WISDM and the Shared Financial System and the knowledge of local organizational realities would be the best recipe for effective delivery of training on the Salary Encumbrance application.

He reported that the SFS team would be looking to train all users of the Salary Encumbrance application between the end of April and the beginning of June.  Gareth noted that he has heard a general desire to have the training done before the Divisional administrative offices become prohibitively busy with end of fiscal year activities.  Gareth noted specifically that the Medical School had already expressed the need to have their training done by the middle of May, so as not to run into conflict with the move of their business office that will occur towards the end of May.  Gareth asked that any other Divisions or Departments with specific concerns or needs regarding the timing of the Salary Encumbrance training please contact him.

Gareth reported that he has been in contact with the Madison representatives on the APBS implementation team, and that they have been gracious enough to agree to let the SFS team use their training facility in Bascom Hall for the Salary Encumbrance training.  Gareth reported that this would be a ‘hands-on’ training environment with approximately 12 computer workstations.  Gareth noted that this facility will be available free of charge, and that the APBS training calendar appears to have sufficient flexibility that we should be able to use this facility for all of our training, if necessary.  However, Gareth stressed that the SFS team is more than willing to hold training in any other campus training facility, if that would be more convenient, at the request of individual Divisions or Departments.

For UW System SFS information:  http://www.uwsa.edu/fadmin/sfs/sfsindex.htm
Update on Travel Initiatives

Jan Richardson said that there will be a meeting with DOA and UW Bank on the purchasing card and travel card implementations on April 21.  A separate meeting will be held on moving from the Wright Express card to the US Bank Voyager card for fleet operations.  Purchasing cardholders will eventually be issued new cards and account numbers.  Jan did not have a timeline for the transition, but hoped to learn more at the April 21 meeting.  Eventually, UW-Madison will move from PVS Net software to Access Online, a software product offered by US Bank, assuming the necessary functionality is available.

In addition, DOA is planning to do a request for proposal for travel agencies in the near future.  An evaluation team is being formed, and DOA has expressed an interest in having a frequent traveler from UW-Madison participate.  Jan indicated that DOA will be keeping minority business travel agencies in the mix.  DOA wants to limit the number of travel agencies that the state does business with to 4-6 in order to have better data collection, which provides a stronger negotiating position with the airlines and other travel-related services. Airlines are concerned that if their discount pricing is available to all travel agencies that the potential for abuse exists. She also mentioned that the state continues to look at the possibility of online booking tool and travel expense reimbursement software, both of which are tied to the number of travel agencies involved.  

Audit Standards/Delegation Committee

Terri Mills and Jose Carus are co-chairs of the Audit Standards Committee.  The overall objectives of the Audit Standards/Delegation Committee are to explore solution alternatives for expansion and maintenance of the delegated audit function of accounts payable transactions, improve and standardize the education and training for delegated individuals, create a certification process for all individuals that have completed training, increase efficiencies in transaction processing, develop sampling and reporting techniques necessary for the post audit function, and create an audit compliance committee/entity. All objectives within the project are in support of UW Madison & Business Services strategic planning efforts.  For more information, check the web site at: http://www.bussvc.wisc.edu/acct/delegation/delegation.html
Sales Tax Audit

There is a Sales Tax audit on campus going on.  Some departments will require a site visit from Department of Revenue auditor.  If you or anyone in your department has questions or comments about the Sales Tax audit, contact Jose Carus at jcarus@bussvc.wisc.edu.  Five or six divisions will be checked.  Auditors look for what procedures you have in place and your documentation available.  It should be straightforward and not require too much participation from your staff.  
Purchasing Services 

Open Vendor Blanket Orders Used at University Book Store

We are still seeing people use open vendor blanket orders for the University Book Store purchases.  The Book Store does accept MD numbers.  The controls in place to make sure the purchases are indeed University purchases are very good.  Please get the information to your staff that they should use their MD number when making purchases at the University Book Store.  

Web-generated Requisitions and Block Requests (see attached document)

Go live date is early May and you would go through My UW portal, My Resources tab.  An email will be sent out when it is available.  The handout provided was an 8-page document with screen prints of the process.  If you have questions, contact Mike Matschull at mmatschull@bussvc.wisc.edu.  The application will allow you to order one or a block of numbers.  If you request a block of numbers, plan on two years worth of numbers. Don’t recycle the numbers, but order more numbers.  You will be able to provide all of the information you did on the paper forms.  It is not instantaneous, Purchasing Services staff will get the request and approve it.  There will be training through the OHRD.

Continuing Order Requisition (CORS) for New Year

The CORS have been run and the departments should have started to receive them.  Blanket orders for gas cylinder companies have been pulled out to review them.  Purchasing has begun the pilot for a prime vendor contract for electronically ordering through AGA Linde.  If there are some gas cylinder vendors that you need to use,  the blanket order will be reviewed and if appropriate, they will get the blanket order out to you.  Open vendor blanket requisitions are not encouraged as we move to the Purchasing arena related to PeopleSoft.  

Purchasing Training Programs

  (see attached document)

Internal Services Survey

Purchasing Services has a “Survey of Services/ Products Provided by UW-Madison Departments and Organization to Other UW-Madison Departments.”   Make sure the services are available across campus, not just local use.  Training should go through OHRD.  To complete the survey, see the web site at:  www.bussvc.wisc.edu/purch/HowToBuy/UWIntSvcSurvey.html 

Changes in Delegated Agent Program 

Mike Hardiman distributed a list of delegated agents (people who have had special training in all of the purchasing procedures). Delegated Agents can request expanded Purchasing Card limits above $5,000.00.  Send the request to the office of Mike Hardiman.  His staff would then send a new Delegated Agent Agreement, which has to be signed by the Dean’s Office.  When it is sent back to Purchasing, they will authorize Yvonne Quamme (Purchasing Card Manager) to increase the limits of the particular cards addressed.  In the Delegation Agreement, we are very specific about their responsibilities.  If they are increasing limits, they need to document those purchases in the same manner as if it was a Purchase Order.  They have to show competition, contract number or waiver number, and maintain the documentation with their log.  This is not a campus-wide increase.  

Use of P-cards for Capital Equipment – The card should not be used for Capital equipment, even if it is add-on equipment.  But Delegated Agents may use the card and will work with Property Control.  If you have used the card for Capital Equipment when you should not have, contact Property Control (262-5352) about it.  

Direct WEB Access to UW Purchasing System – Purchasing will roll out the web access to UW Purchasing System to  Delegated Agents but not beyond that.  
Adjourned
The Financial Management Meetings will be from 9:30 AM to 11:30 AM on the dates listed below. Location for the current meeting will be stated on the Agenda.

June 8, 2004 - To be determined
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