
FINANCIAL MANAGEMENT MEETING

August 10, 2004    9:30 - 11:30 AM

The Pyle Center

Minutes

Welcome and Introductions

Research and Sponsored Programs (RSP)

Kim Moreland has accepted the offer to become the Director of Research and Sponsored Programs.  She will assume her new position on September 1, 2004.  Kim is currently Director of Grant and Contract Administration at the Fred Hutchinson Cancer Research Center in Seattle.  Prior to that she was Director of Research Support and Grants Administration at the University of Kansas.  Kim is a leader in her field and has recently been selected to receive the National Council of University Research Administrators (NCURA) Award for Outstanding Achievement in Research Administration.  She is also a past-President of NCURA.

Send Fund 133 pay documents to RSP, 4th floor, A.W. Peterson Building.

Purchasing Services

Wright Vending – A contract has been awarded to Wright Vending.  About 425 vending machines will be switched on campus, which may take several weeks.  The equipment and selection will be better than what has been on campus.

United Parcel Service (UPS) Implementation and Frequently Asked Questions –The handout “Shipping Services Contract Partnership with UPS – Frequently Asked Questions” was reviewed.  The document is at:  http://www.bussvc.wisc.edu/purch/HowToBuy/UPSFAQ.html Distribute that information to your staff.  You can use a competitor’s service, but you should consider UPS to meet your needs.    UPS will not ship animals, but Emory will.  Materials Distribution Services uses Worldship, rather than CampusShip.  If you have pre-paid FedEx stamps, use them.  Do not toss the stamps because they are like money.  Once the FedEx stamps are no longer available, UPS stamps will replace them.  UPS pricing and zone charts are located at: http://www.bussvc.wisc.edu/purch/contract/wp5886.html.

UPS drop boxes will be located where there are currently FedEx drop boxes, plus additional areas.  FedEx boxes will be removed from campus locations at some point.  If you want to meet with UPS staff, contact Daniel Peterson at area code 262-785-7284 or djpeterson@ups.com.  If you have any questions about the UPS contract, contact Vint Quamme at vquamme@bussvc.wisc.edu.

Year in Review:  Purchasing Statistics – The handout “Statistical Summary Information for Purchasing Services FY04” was reviewed.  There are 8,949 vendors, of which about 4,000 are new vendors.  It was noted that 43% of dollars spent was in Wisconsin.  June was very busy with handling Purchase Orders.  It was also noted that 15% of transactions represent 86% of dollars spent.  The document also covered Purchasing Card Data; Dollar Purchasing Data, Count Purchasing Data (invoices against paper PO count), and a list of the Top 100 Vendors for FY04 by Order Dollars.  It was noted that there was only 1 purchase order for Corporate Express, compared to 600 in the past.
UPS Campus Ship Demonstration Announcement – For detailed information and registration on the UPS Demonstrations, offered through the Office of Human Resource Development, go to: http://www.ohrd.wisc.edu/reg/catalog_course.asp?course_key=10265
Delegated Purchasing Departments – The document “Delegation Up To $25,000” was provided to attendees.  It explains what delegation is all about.  Purchasing Services is receptive to departments wanting Delegated Purchasing Agents.  Benefits include speeding up your orders and you can produce your purchase order on the Purchasing system and print it locally. The document explains: the process for requesting delegation; the process for requesting procurement card level in excess of $5000; responsibility of Delegated Agent for card levels in excess of $5000; mandatory requirements or certification process; Purchasing Services Responsibilities and Delegated Agent responsibilities.  If you have any questions, contact Mike Hardiman at: mailto:mhardiman@bussvc.wisc.edu.

Internal Services Survey - Purchasing Services is looking for services available on campus that other departments can use.  Mike announced that in the next several weeks, a survey will be sent to the FMM group and on the Ac-Ad_All distribution list that will invite departments that sell products or  services to list themselves on a Business Services listing for internal purchases.  The handout “Survey of Services/Products Provided by UW-Madison Departments and Organizations to Other UW-Madison Departments” was distributed and reviewed.  The “Service/Product Description” area will have a drop down bar that shows the types of services/products of interest:  conference services; catering; fabrication; lodging; media services; Physical Plant operations; printing and copying; storage; scientific services; telecommunications; transportation; and other.  Departments would have to have a revenue program recognized by Accounting Services as a revenue program.  Do not include training services, as that should go through the Office of Human Resources.  Questions and comments about the survey should go to Mike Hardiman 

Accounting Services

Shared Financial System Updates – The handout titled “Vendor Name and Voucher ID Display within WISDM Project and Org Searches” was discussed.  It is from the UW-Madison User’s Guide, SFS Web Inquiry System (WISDM) page 33 at: http://www.bussvc.wisc.edu/acct/sfs/wisdm1.doc.  A second handout titled “Using the Vendor Search in WISDM for SFS AP Transactions (Does not apply to legacy AP transactions)” is from the manual, page 29.

WISDM and Data View Updates – WISDM - “Include SFS Detail” checkbox for Project Search:  It is not quite in place yet on the Project Search pages.  We are hoping that it will be in place by the end of the month.  In the meantime users can look to the PI Appoint Searches to look up salary information for project grants.  Data View – Vendor Names for new SFS AP Transactions added.  The field named VCH_VENDOR_NAME has been added to two view:  DETAIL_ACCOUNTING_TRANSACTIONS and DETAIL_GL_PAYROLL_TRANS.  The Description field for these views will still house the vendor names for transactions going through Legacy.

2004-2005 Strategic Directions – The handout titled “Business Services Plan for Accounting and Purchasing Services FY2004-05 was reviewed.  The items covered are from the Controllership Business Cycle and Payment Business Cycle.  The complete document is located at: http://www.bussvc.wisc.edu/bsnews/2004-05_planning_decisions.html.  If you have any questions about the document, contact Al Benzschawel.  Some highlights include:

· Peoplesoft upgrades

· Improving Inter Institutional Services Billings

· Enhancing WISDM to assist Principal Investigators in managing grants, to handle data integrity, and navigation

· Work with Research and Sponsored Programs to replace the mainframe based Extramural Support Information System

· Implement Payroll Interface project

· Work with the Bursar’s Office to build a revenue interface from ISIS to SFS

· Plan to replace DREV with entry of receipts directly to SFS PS Release 8

· Develop a plan to better integrate the UW-Madison Budget, Planning and Financial Systems

· Complete SFS AP implementation for direct payments using the UW-Madison Zero Balance bank account

· Improve Purchasing card services

· Improve travel-related services

· Implement post-audit function and delegate pre-audit function

Travel Card Update - The US Bank Corporate Travel Cards were mailed out the week of 7/12/04.  Approximately 40 cards were returned to US Bank as undeliverable.  Anyone expecting a card that did not receive one should contact Yvonne Quamme at: yquamme@bussvc.wisc.edu. Anyone interested in applying for a card should complete the travel card application form at:  http://www.bussvc.wisc.edu/acct/travel/ccredit.html and submit it into Room 340A Peterson for processing.

Purchasing Card Update - The Purchasing Card Program’s migration over to the new US Bank Access Online system is going to be delayed.  We will be working with DOA and US Bank on establishing a new timeline, which will include a UW Madison pilot of the system.  At this point in time we do not know how much of a delay there is going to be, but we will keep you posted as things move forward.

Progress of the SFS Direct Payment Implementation – Two topics, “How Campus Input Effects Overall Processing in the New SFS AP System – Things to Remember” and “Hypothetical Example of Errors and Effect on Payments” were on one handout, which was presented at the meeting.  Please share this information with your staff.

How Campus Input Effects Overall Processing in the new SFS AP System - Things to Remember

1. Always include an additional copy of the attachment for payments that require a remittance copy; for example, utility payments, registrations and subscriptions.

2. We are building a Vendor File and are required to obtain the Tax Identification Number for all payments with the exception of refunds. Including this information is an essential business practice and will add to the time it takes to pay a vendor if the information is not supplied.

3. For all payments to employees we must have the social security number and the correct legal name. Legal name is the name the employee is listed in the Payroll System. We have many instances of names an employee is known as versus the legal name. However, once an employee is in the system as a vendor, the vendor number may be used.

4. Addresses must be entered in the vendor file in order for the address to be printed on the check. This has become a constant maintenance problem as many employees change the address for checks with each payment. Room numbers change and many checks are routed to someone in the department. If at all possible, employees should be encouraged to pick an address for payments.

5. All payment documents for Fund 133 must be first routed to RSP on the fourth floor – Petersen. Not routing correctly will delay payment.

6. Invoice field should be filled in following the invoice numbering convention (avoids duplication).

7. Please discontinue use of the old forms and using the new forms as a cover sheet. During the transition we have been accepting the cover sheet but we are now returning transactions that use the old forms.

8. SFS coding is the only coding to be used with the new forms.

9. The new System identifies errors in coding at voucher entry. This has resulted in an additional burden for staff to fix the problem before payment can be made versus the Legacy system that would accept incorrect coding and then corrected the next day by Financial Operations staff. Delegated areas should be alert for coding errors. Dean/Director’s Offices will start receiving these documents back if coding is incorrect. Obviously this will result in delay of payments.

10. Any areas that have received unprotected copies of the new forms should be aware that the format and required information must remain intact any change to the integrity of the forms will result in the transaction being returned.

11. Do not misuse the Emergency Transaction process to “speed things up”. This is a costly process that uses up valuable and scarce resources that we need to process transactions in the order they are received. We do our best to serve every customer.

12. Use the web form for policy and procedure related questions. Use the APPO Searches to see the status of a transaction. Our staff will devote the end of the day to resolving problems. As we continue to work to get up to speed and allocate resources in the most efficient way possible, we need your support.

The Direct Payment format can be updated for everyone’s needs.  Contact Terri Mills with suggestions.  With the Direct Payment implementation, Vendor File and controls have been added, which is a big advantage.   However, there are delays in the process.  The turn around time for Travel Expense Reports (TER) and Payment to Individual Reports (PIR) are 10-15 workdays, Direct Pay is taking longer.  Accounting has two full time employees working on the Vendor Files.  Tax ID numbers must be included or the form will be delayed.  If you sent a Direct Payment form since July 1, 2004, we would have the number in the system.

HYPOTHETICAL EXAMPLE OF ERRORS AND EFFECT ON PAYMENTS

Scenario 1. A Payment to Individual Report is received in Accounting Services on July 22 and date stamped. This PIR is in line with all other documents received that day.

On July 27, Vendor Entry document reviewer searches for the vendor name in the SFS vendor file. Vendor name is listed as “Mickey Jones”. It is determined that there is no vendor named Mickey Jones or Michael Jones.

This appears to be a new vendor. Vendor Entry staff receive the PIR on July 28. As a business practice, we inquire on Legacy & the Payroll System to see if the vendor is an active employee. A search of APPR indicates this vendor is an active employee. The Department is called and confirms that this individual is an employee of the University but did some after hours work editing a manuscript for another department. PIR is returned to the Dean/Director Business Office. Correct treatment of this transaction is to set up another Appointment and pay through the payroll system. Employee is not paid until the next payroll.

Scenario 2. A Travel Expense Report is received in Accounting Services on July 22 and date stamped. This TER is in line for payment with all other documents received that day.

On July 27, Vendor Entry document reviewer searches for the vendor name. Vendor name is listed on TER as “Mickey Smith”. A search of the vendor file shows no Mickey Smith or matching SSN.  It is determined that there is no vendor named Mickey Smith or Michael Smith. Vendor Entry searches Legacy and Payroll System for a Name/Social Security match before setting up as a new vendor.  Social Security Number matches Jeffery M Smith in system search.  Department contact is called to verify if the legal name is “Jeffrey M. Smith”. Jeffrey M. Smith is set up in the SFS vendor file as an employee and the vendor number is noted on the TER. The TER is in line to be paid with all other documentation that is processed that business day.

The Audit and Voucher Entry staff person is ready to enter these documents on July 29. However, after final review it is discovered that the coding is a fund 133 and this document was not routed to RSP. TER is sent to RSP for review adding three business days to turn around time.

On August 3, the document is stamped into Accounting Services with the new date of August 3 and is in line with other documentation received on this day. Since the vendor number is already on this document – it can move ahead to Audit and Voucher Entry review. On August 5, the Audit staff enters the TER into the system in a Control Group. At Voucher Entry on August 6 the Org does not match the project and the transaction is rejected. This is noted on an error sheet and the entire batch is returned to the Audit staff to be corrected. If the coding can not be resolved by 2:30, the Control Group must be changed and the TER will not be entered until the correct coding can be determined.

Unfortunately, the proper coding cannot be resolved that day. The Control Group totals must be recalculated and the TER is removed from that days’ entry. Finally on August 5, the department identifies the correct coding, the voucher is entered and saved and the payment is mailed on August 10.

The legal name is needed on forms (not nick names), and address consistency is best.  Some people have various appointments and the reality is there are many addresses.  Social Security numbers are not displayed in WISDM.  As we build the Vendor File, there will be less work in the future.

With the change of business practices, we are looking to get consistency.  Decentralization of data entry is what we are working towards.  Terri Mills and Janet Larson went to UW System Administration to check on ways to have a mass upload of vendor information to Peoplesoft.  They may start a pilot on campus.

Meeting adjourned at 11:30 AM.

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.

October 12, 2004 – Memorial Union 

December 14, 2004 – The Pyle Center
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