
FINANCIAL MANAGEMENT MEETING

June 8, 2004  The Pyle Center
Minutes

Welcome and Introductions

Research and Sponsored Programs (RSP)

Bob Andresen discussed the handout “Project Begin and End Date Editing in Shared Financial System.” See the attached two-page word document. There will be changes in the Salary Encumbrance as of July, and one issue is that you cannot use an override function in SFS.  In ESIS Fields is “FDP” indicator, which stands for Federal Demonstration Partnership.  RSP is working on internal training materials to get consistency among staff.  They are looking into time extension requests.  Just a reminder, this is only working for Salary Encumbrances.  The Legacy process for non-salary items is still in place and going to EPRQ.  If you do encumbrances and get a message that you are going beyond the date, you will need to notify RSP that there is an extension requested or to be requested.  If there is no time extension, you will need to find another place to encumber it.  If you have questions, contact the Accountant that handles your account.

Business Services Updates

None

Accounting Services 

This is a busy time of the year and we appreciate your patience.  Absolute cut off dates of importance are June 25th for fiscal year 4 Travel Expense Reports (TER) and Payment to Individuals Reports (PIR), and June 30th for Direct Payments.

Shared Financial System (SFS) Updates

Introduction of New SFS Team Member - Hua Ramer introduced her new team member Yvette Delvoye, who has a Project position in SFS.  Yvette has worked with SFS as a student.  She has been working with the vendor files, testing and AP implementation.

Payroll Interface and Salary Encumbrance – Salary Encumbrance training is done.  Gareth Green worked with about 60 people on campus.  The training has gone well.  Challenges are in the navigation and with SFS terminology.  There was a reminder that this is just for salary encumbrances and will be implemented with the Payroll interface in July.  No negative balances will be brought forward into Fiscal Year 5.

WISDM Drill Down of Payroll Detail – See attached handout of PowerPoint Slides that address drilling to payroll detail.  Make sure that you check “Include SFD Data” box if you want to see the payroll detail. To see the detail, you need authorization.

	Payroll Interface Important Dates and Activities 

	
	Date
	Activity

	1
	7/2/04
	Last day for EPRQ salary encumbrance transactions.  Stop EPRQ salary encumbrance entry at the end of normal business hours for the day.

	2
	7/3/04
	EPRQ salary encumbrance program is closed.

	3
	7/3/04
	New Salary Encumbrance web application goes live, for entry of FY05 salary encumbrance.

	4
	7/3/04
	Nightly processing to pull FY05 EPRQ salary encumbrance balances and load them to SFD, except negative balances.

	5
	7/6/04
	Cancel legacy FY05 salary encumbrances.

	6
	7/8/04
	First July A student payroll calc. run.

	7
	7/12/04
	FY05 July A student payroll & fringe data available in WISDM.

	8
	7/15/04
	FY05 July B classified payroll calc. run.

	9
	7/19/04
	FY05 July B classified payroll and fringe data available in WISDM.

	10
	7/26/04
	New Salary Cash Transfer (SCT) application goes live, for FY05 salary cash transfers.

	Additional Notes:

	
	Note 1:
	Only FY05 salary encumbrance will be in SFD when it first goes live.

	
	Note 2:
	Salary Cash Transfers:  Only FY05 SCT will be in SFD.  FY04 SCT will still be processed in legacy.  Departments should separate FY04 and FY05 SCT on SCT request forms.


Salary Cash Transfers - Joan Christiansen will be responsible for payroll posting and salary payment transfers.

Implementation of SFS Direct Payment

Project Status – Our first SFS AP transactions for TER, PIR and Direct Payment will be on or about July 6, 2004.  You will see the transactions in WISDM on July 9th.  The first SFS voucher numbers will start with 30,000 and the first SFS check will start at 100,000.  Our staff is working very hard to keep up with the year-end volume.   Janet reviewed the document “AP/PO Searches in WiSDM,” which will be posted on the web by implementation time.   When setting up a vendor file name, remember to use the full legal name (same as listed in personnel file).  When you are searching for a name, you will notice that it shows the last name, coma, first name.  There is no space between the coma and the first name.  Purchase Orders and Requisitions will not be found this way.  WISDM is not case sensitive.  There are about 5000 vendor names in the file.

WISDM Search of Vendor Payments
WISDM & Data View - Hua Ramer reviewed the handout “SFS Updates-WISDM and Data View” that is shown below.
WISDM Reporting Update

· Project Search for Grants:  We have incorporated inception-to-date (ITD) with calendar-based time reporting during fiscal year transition months.  The system will automatically default to this ITD view for ESIS grants/projects unless the user selects other time reporting criteria (YDT, Only Period or Only Quarter).  The default ITD will automatically calculate grants inception-to-date balances.  For example, the July ITD will include balances of Period 13 of FY04 and Period 1 of FY05.

· Project Summary:  This is WISDM Add-On Tool and will be moved to WISDM Project Search menu.  It retains the project summary search features of the add-on tool but we have added calendar-based time reporting as described above.

· Vendor Payment Search:  This is new to Madison users as the result of SFS direct payment implementation.  We will be able to search direct payments by vendor name, vendor ID or voucher ID.

· Payroll Detail Transaction Search:  This is also new in WISDM.  The primary users of this search are Payroll and Benefit personnel.  Special WISDM authorization is required to access the data.  Users are able to search salary encumbrance details and payroll details by individual employees.

Data View – Changes to Detail_Accounting_Transaction

· We have added VCH_VOUCHER_ID and VCH_INVOICE_ID fields.  These two fields are used to store SFS direct payment voucher numbers and invoice numbers.

· Starting FY05, payroll data in this view is stored at summary level by funding string only.  We will not be able to see payroll detail by employee name or appointment ID.   If you want to get the same payroll detail information as before, you need to use the new view called “DETAIL_GL_PAYROLL_TRANS”.

Data View – New Views Effective July 2004

· DETAIL_PAYROLL_TRANS:  This view displays salary and fringe accounting transactions by employees or appointment IDs.  However, this view does not display other non-salary accounting data.

· DETAIL_GL_PAYROLL_TRANS:  This view displays both salary and non-salary accounting detail transactions.  Salary detail data can be reported by employee names and appointment IDs.

· PRIOR_YEAR_FUND:  This view contains fund balances at the end of the prior fiscal year that is carried over to the current fiscal year.  Prior to FY05, this view resided on InfoAccess and was called “UW_UA_Prior_Yr_Cash”.

See the SFS web site for a copy of the Web Financial Reporting (WISDM) Logon Request authorization forms at http://www.bussvc.wisc.edu/acct/sfs/wisdm2.doc.   Authorization forms are approved by the Dean’s office.

US Bank Travel Card Program

The State and US Bank have entered into a new contract for the personal liability Travel Card.  The new US Bank Travel Card will be effective July 28, 2004 and will replace the existing GE Capital Travel Card.

To make the replacement of the Travel Card as seamless as possible for existing GE Capital travel cardholders, the current cardholder data, not including the outstanding balances or Social Security Numbers, will be transferred from GE Capital to US Bank.  The social security numbers are required, so Accounting Services will be contacting current cardholders with further information on the requirement and steps to take if they choose to withhold this information and forego receiving a new card.  Current cardholders should make every effort to pay outstanding balances in full prior to 7/28/04.  US Bank does have the right to refuse issuance of a Travel Card to anyone in a delinquent status with the GE Capital Travel Card.

Provided the transfer of data from US Bank to Accounting Services is accomplished by 6/21/04 as scheduled, cardholders will receive their new US Bank Travel Card in the mail, at their residence, the week of 7/12/04.  The card will come in a very plain envelope with a US Bank P.O. Box return address, so please watch for the new card if you are expecting one.  To activate the card, a call must be placed to the toll-free number noted on the card.   Cardholders should do so prior to July 28th, as the GE Capital Travel Cards will expire that day.

Employees interested in applying for a US Bank Travel Card may do so after August 1, 2004.  Applications and further information will be posted, when available, at the following website address: http://www.bussvc.wisc.edu/acct/travel/ccredit.html
If you have questions or concerns, please contact Yvonne Quamme at 265-9800 or yquamme@bussvc.wisc.edu
US Bank Purchasing Card Program

The State of Wisconsin and US Bank have entered into a new contract for the corporate liability Purchasing Card, which includes the UW-Madison VISA Purchasing Card.  Our campus is tentatively scheduled to migrate over to the new system in December 2004.  Although the previous contract was also with US Bank, the new contract will bring about some changes to the existing card program.

We will be moving over to a new platform at US Bank.  PVS Net will be replaced with a web-enabled program management and reporting tool called “Access Online”.  The new system will be similar in functionality to the old, but will offer several benefits, such as ease of use, robust reporting, online account inquiry capabilities and real-time account changes.  For your convenience, we will offer Access Online Site Manager training at different times and locations on campus, to be announced at a later date.

The change in platforms will require the issuance of new plastic to our existing cardholders.  There will be no significant changes in the embossed information, but the cards will sport a distinctive new look with a scenic photo of one of our State Parks in the background.

We anticipate a seamless transition for the cardholders.  The new cards will be mailed directly to the cardholders at the departmental address on file at the bank.   The activation process remains the same but the card expiration dates will change to correspond with the new issuing date.

Further information will be posted on the Purchasing Card website at:  www.bussvc.wisc.edu/acct/purchcd/ as it becomes available.  If you have questions or concerns, please contact Yvonne Quamme at 265-9800 or yquamme@bussvc.wisc.edu
Fiscal Year End and New Fiscal Year AP Implementation Processing Requirements for Travel Expenses, Payments to Individuals and Other Direct Paid Transactions.

With the change in forms, we are becoming more definitive of what is needed on each form.   Travel Expense Reports (TER) is for payrolled employees only, Payments to Individuals Report (PIR) are for all non-employees.  Direct Payments Forms will be for employee reimbursements for items listed the form.  Some changes are the Invoice Date field and the Invoice Number field. The Accounting Services main web site will get a process map to reflect the type of transaction.  There will be links for “Add-on Tools.”
Drafts of new forms were distributed and discussed at the meeting.  A reminder - Please do not copy and distribute the forms as these are still in draft.  An email will be sent when the final version and all instructions are on the web.  Note:  On June 9, 2004, Terri Mills sent out an email to the Divisional Business Representatives (DBR) list to respond to questions she received since the meeting.  First, each of the new forms has a new field titled Payment Handling Code.  I apologize for not addressing this in the hand out. The Payment Handling Code will be filled in by Accounting Services when entered into AP.  This code drives the check mailing instructions (i.e. campus mail, US mail, and call for pickup) and determines the order of check printing.  Secondly, the new direct payment/employee reimbursement form is a required form and is no longer optional use.

Beginning FY05, send all 133 transactions for TER, PIR and Direct Payment directly to RSP on the 4th floor of the Peterson Building to avoid delay.

New Fleet Card Program – Donna Halleran

DOA's target for conversion to Voyager from Wright Express fuel card is the end of September.  The Wright Express contract ends December 31.  Actual conversion will probably take place somewhere between these dates.

With Wright Express, there is one PIN per card, and one card per vehicle. So, the PIN was often something related to the vehicle, such as license plate number.  With Voyager, DOA is insisting on one PIN per driver, which could become difficult to administer.

Jim Bogan, UW Fleet manager, will coordinate the collection of old Wright Express cards and the set-up of new Voyager accounts, cards, and drivers.

Billing will also be an issue.  Wright Express sent their bills on paper. There is a capability of receiving an electronic bill for the Madison campus, but there is no software like PVS to distribute the billings to individual departments.  Physical Plant will look into developing this in their portal, but this may not be possible or ready by the conversion date.

Purchasing Services 

Web Requisition Generator Update

The requisition generator was rolled out to campus through My UW on May 11.  To date over 1000 reqs have been completed through the new system.  It is basically a typewriter on the web allowing users to prepare a requisition and have a number assigned, enter their own number and prepare a requisition (the system will make sure the check digit, number length, and use of an alpha character are correct), prepare a practice requisition, or request a block of numbers.  A full database version of the system is available via subscription from DoIT.  Please contact Guy Peyrot at guy.peyrot@doit.wisc.edu for more information.  Any Department using their own electronic system or an Excel spreadsheet to currently generate requisitions is not required to switch to the system available through My UW and may continue to use their own method of requisition preparation.  Help links and tutorials are available through the application and through the Purchasing Services website at http://www.bussvc.wisc.edu/purch/req/ReqGenIns.html.  For technical issues, computer related questions, browser questions, login questions, or any problems related to My UW, please contact DoIT's Help Desk at 264-HELP.  For questions about using the application or general requisition questions, contact Purchasing Services at purch@bussvc.wisc.edu or 262-1526.

New UPS Contract

After a competitive RFP process, the University has signed an Agreement with UPS to provide the campus with ground and overnight parcel services. The Purchasing Office will lead an effort to transition the campus to use these services to the greatest extent possible.  New rates are significantly improved over those previously contracted with UPS through a UW System contract, as well as for Madison’s previous Federal Express contract. 

The new contract also improves administrative efficiencies significantly by allowing for a greater variety of payment methods, as well as providing greater shipment management at the department level through use of the UPS campus-ship software. 

While the contract is not mandatory, we are asking that the campus departments be open-minded about looking at this UPS program. Also, in order to eliminate the administrative problems caused by shipments that had insufficient billing information using Federal Express, all blank airway bills will be removed from shipping boxes located across the campus and instructions for creating the airway bills on-line will replace the blank documents. Federal Express boxes will be predominantly removed from the campus. 

Karen Steinle from Pharmacy inquired about whether UPS would continue to charge an “account fee” for every account. They receive a bill of approximately $16 every month. 

Subsequent to the meeting, the following information is provided:

There is no weekly “account fee” for UPS air services. There is, however, an account service fee associated with UPS ground. That fee is variable with volume as follows: 

$0- $14.99 in weekly shipping= $16 weekly service charge. 
$15- $59.99 in weekly shipping= $11 weekly service charge. 
$60 or more in weekly shipping= $7 weekly service charge. 

The weekly charge should apply per pick-up location and not per account. If you have multiple accounts shipping from one location and seeing this service fee on all of your accounts, you should contact our UPS representative Tracy Lussow at 224-9210. 

For reference, Federal Express Ground services charges a similar fee. 

Dell Year-end Ordering from MDS

Invoices for purchases of Dell computers are routinely received by MDS on the day the shipment takes place. If departments are placing their orders near the end of the fiscal year and need to specifically ensure they are recorded in either 2004 or 2005, the following are helpful suggestions:

1. If you want to ensure that the purchase is expensed to FY4, departments should set up their MDS account with a specific requisition for FY04. 

2. If you want to ensure that the purchase is expensed to FY05, please contact MDS Customer Service. We will work with Dell to ensure shipment and invoicing will occur in FY05. 

MDS Password Changes 

In continuing efforts to secure all business application websites, it is almost assuredly certain that MDS will be requiring password changes in the near future. The changes are being made to ensure that passwords are being created that conform to IT current practices. Passwords are expected to be a minimum of 8 characters in length, contain both alpha, numerical, and special character attributes, and, to not contain certain words/characters such as the MDS number. 

Business Services will provide advance notification so departments can consider how to best adapt to this. 

Internal Audit

Dean’s offices are asked to communicate to departments that the Capital Equipment Inventory has started and their cooperation is appreciated.  

Wrap up and topics for the August 10, 2004 meeting

2004-2005 Strategic Directions

11:30
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.

August 10, 2004 – The Pyle Center

October 12, 2004 - To be determined

December 14, 2004 - To be determined
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