Financial Management Meeting, 2/12/2008
4

FINANCIAL MANAGEMENT MEETING

February 12, 2008 - 9:30 AM to 11:30 AM

***21 North Park Street***
Conference Rooms 1106/1108 Next to Welcome Center

Minutes
Welcome and introductions– Mike H
Requisition and Encumbrances


Requisition Tracking Log Replacement – Mike M. 

· Purchasing will stop using the old Excel spreadsheet to log changes to requisitions received February 8, 2008, or earlier. To track requisitions received February 11, 2008, or later, use the Requisition Inquiry tool which can be found on http://www.bussvc.wisc.edu/purch/purch.html and clicking on the “Purchasing System Inquiry” link on the left side menu. Also see the link to the inquiry tool on the MyUW “Services” tab. A handout was distributed that demonstrates how to use the inquiry tool and is available at http://www.bussvc.wisc.edu/purch/req/TrackingReqs.pdf 

· Action logs, which are keyed by purchasing agents, are recorded and shown at the bottom of the inquiry screen. These logs will present an up-to-date record of the information about the requisition.

· The requisition number is needed to process an inquiry.


Requisition Generator Help Support – Mike M. 

· The test requisition generator is now off line so delete browser bookmarks that point to the test tool. The new external requisition generator is available to campus through the Requisition and Number Generator Module on the Services tab in My UW 

· Training documents and the user guide for the new requisition generator are online on the Business Services web site at http://www.bussvc.wisc.edu/purch/req/ReqGenIns.html.

· The DoIT helpdesk is providing first-line end user help for the requisition generator. The helpdesk will forward questions specifically related to Accounting, Purchasing, RSP, etc (see http://kb.wisc.edu/helpdesk/page.php?id=7044 for further information on obtaining help).

· The product overview  Knowledge Base information about the requisition generator can be found at http://kb.wisc.edu/helpdesk/page.php?id=7042. 


Encumbrance Management Form – Mike M./Mike H. 

· The new Encumbrance Management Form replaces the PO Closeout Request form and changes to funding strings that were done at the Dean’s and Divisional offices in EPRQ. 

· Once a PO is closed, it cannot be reopened.

· Go to the PO encumbrance search in WISDM to find funding string changes to be entered on the form.

· Promote the emailing of the completed form instead of routing a paper form. Departments will email the completed form to their Dean’s and Divisional offices and the Dean’s and Divisional offices will email the form to Purchasing.

· The form will be available on the Accounting and Purchasing web sites after SFS comes back online at http://www.bussvc.wisc.edu/purch/forms.html#req and instructions at http://www.bussvc.wisc.edu/purch/forms/EncMgtFormInstructions.pdf.
· The new form is for changes that were originally done in EPRQ and is not the same as the Non-Salary Cost Transfer form.

· Changes to funding strings are shown in WISDM and not in the requisition generator however, purchasing will log the changes in the requisition inquiry tool which will keep a record of the changes to the requisition.

· Departments/Divisions/Colleges are asked to refrain from creating applications that enhance the Encumbrance Management Form by pulling in fields from WISDM because the form will be replaced shortly with a robust web application.

Authorized Signature List – Jan

· It is important for colleges/schools/division to keep Business Services aware of staff changes that are authorized to approve and sign financial transactions. There is a form on the web for DBRs to use to update the list of authorized signatures. Please go to http://www.bussvc.wisc.edu/acct/instructions/authori.html. 
WISDM Training – Hua/RSP

· WISDM info remains static until SFS comes back online for Program Release sometime February 22-27.
· A new training manual and classes for WISDM will be available in March.

· New information will continually become available and be posted online at http://www.bussvc.wisc.edu/acct/sfs/tools.html. 

Travelport – Jan
· Travelport is an online booking tool for nation-wide airfare. Some of the benefits to using Travelport include lower agent fees, constant monitoring for the lowest available fare, and the tracking of unused tickets to use for future travel.
· Travelport’s use on campus is going to be phased in with the rollout of Phase I on February 13 to five UW-Madison Divisions and Colleges and to the rest of campus there after. Accounting Services will announce to campus when Travelport is available for use.

Vendor Refunds and other forms – Sharon

· Several cash management forms are changing to reflect SFS coding.

· Refund of Receipts/Sales Credit Form is for one payment at a time and not used for lists

· Same Vendor number used for all payments (see form)

· Remember to enter name of payee in the “Check Payable To” field (last name, First Name, Initials)

· If sending direct to payee, enter correct address in address field 1 and 2

· If call for pick up, enter ‘call for pick up’ in address 1 field and name/number to call in address 2 field

· If sent to in c/o, enter c/o in address 1 field and the rest of the address in address 2 field.

· Refund Reference – enter unique identifier per division – can be up to 20 characters in length and this number will show up in WISDM under the Invoice Number field.

· Payment Handling Code: - this field ins filled in by Accounting Services staff only

· Still need to calculate net sales amount and the fund, department, program code

· County Tax Code is only selected when sales tax is involved.  Use the drop down menu to select a County Tax Code Name.  The menu lists all 71 counties.

· Both State and County Tax still need to be calculated on separate funding lines.  The account, fund, and project code are pre-populated for both state and county taxes 

· For those Divisions using  FTP files for list of payees, you will still be able to continue to use the FTP process

· Cash Advance Request Form

· Cash Advances can only be made to an UW employee

· Form requests last 4 digits of the Custodian’s social security number

· New form to be released in March 08 using SFS code string

· Cash Advance Accounting Form

· New form to be released in March 08 using SFS code string

Other Business Services Updates – Don Miner
· Now that the Program Release has moved our Grants Management Business Cycle from the mainframe to the SFS environment, the cash handling and revenue business cycles are the next group of processes that need to move.

· A contract was awarded to CashNet to provide services which will support that cycle. The services they offer support campus cashiering and depositing of funds, development of web storefronts, and processing of credit & debit card and ACH transactions. A team has been formed and plans will be reviewed with the FMM as they develop.

· The procurement cycle is currently using the homegrown Business Services PO System, of which the new Requisition Generator is a part, and e-procurement through MDS using Microsoft’s Dynamics products. The UW System purchased a number of Peoplesoft/Oracle products which could support this business cycle. A fit-gap analysis is being conducted in conjunction with Ciber Consulting Services. The results/plans from that analysis will be available later this calendar year.

· ATS will begin its pilot implementation in April. During the pilot, strict attention will be on the details about training needs and the reimbursement approval structure. The goal of the pilot is to determine the best business practices to use ATS, so that when production rollout begins, there is uniformity in the business practice implementation across UW-Madison. 

Project Lite Setup – RSP/Accounting

· The Project Lite team is headed by Jim Johnson and will cover how we are going to handle non-sponsored projects including gifts and program revenue and other non grant funds in the future.

·  Project IDs will be used to identify projects in the future instead of a department ID or UDDS.

· Project Lite will be used to set up future projects.  Projects already in the system are being converted to Project Lite along with the Program Release.

· A web form is being developed and will be available for the new projects requests.

Update on outage schedule and payments – Al
· Invoice payments that were received before the shutdown were processed. 

· The earliest SFS will come back online is February 19 and the latest is February 25.

· Keep sending invoices, DPs, etc. because Accounting Services is busy auditing everything that is coming in and will resume keying into the system once SFS comes back online. Transactions will be processed in the order by the date they were received.

· The budget FY8 is expected to be unlocked soon after the Program Release.

Adjourn
Our remaining 2008 Financial Management Meetings will be held on the dates below.  All are confirmed to be held at 21 N. Park Street, rooms 1106/1108, from 9:30 AM to 11:30 AM. Campus Bus Route 85 will drop you off and pick you up in front of the Welcome Center.

· April 8, 2008
· June 10, 2008
· August 12, 2008
· October 14, 2008
· December 9, 2008
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