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PO Receiving Selection - Removal of 'Do not Receive' Option

In anticipation of the phase II Asset Management and Inventory modules, we had previously notified agencies to use the default "Receiving is Required" or the "Receiving is Optional" selection options for FY 2010 Purchase Order items. (See DCAR Newsletter Volume 19, #6, dated March 12, 2009)

In May, a change will be made on the PO screen to remove the 'Do not Receive' option on the line item receiving drop down list.  The navigation to this screen is Purchasing>Add/Update POs.  The item default of "Receiving is Required," populates when a PO is added or updated for a change order. Users only alternate selection after this change will be “Receiving is Optional." 

Voucher Batches

OSF Transaction Processing is receiving batches that are not in the proper voucher number sequence according to the voucher numbers. Agencies should be sure that their vouchers are in the proper order when submitting the batches to OSF.  We are also noticing that the Voucher Batch Slips, OSF Form 25B, are not agreeing with the vouchers provided, that is, vouchers are listed but missing or vouchers are submitted but not listed on the batch slip.  The vouchers listed on the batch slip should be matched to the vouchers included in the batch before submitting the batch slip and vouchers to OSF.  The batch slip should include only those vouchers that are being submitted.  

Vouchers that are eligible to pay but are withheld from the batch should either have the pay group removed or be placed on hold so as not to print on a batch slip until they are ready to be submitted to OSF.  If a voucher being withheld from the batch prints on the voucher batch slip, the batch slip must be re-run after removing the pay group or placing the voucher on hold. Vouchers should not be marked off the batch slip. (See DCAR Newsletter Volume 19, #1, dated August 1, 2008)

Each of these concerns can cause delays in the processing time of an agency’s vouchers and others in the processing stream.  If we continue to see the problems we will place said batches to the side and process them as time permits.

Correction – Credit Invoices

In the DCAR Newsletter Volume 19, #6, dated March 12, 2009, instructions were provided for Credit Invoices under the Post Audit Program - Common Audit Findings article, which stated that a credit invoice should be processed as its own voucher.  However, these instructions are being corrected to follow the procedures covered in the Core Training Manual COR 113 – AP Regular Vouchers, page 43 for adjustment vouchers.

Basically, adjustment vouchers are used to adjust an existing posted voucher, either as a correction to the payment or as a debit or credit memo. Adjustment vouchers reference the adjustment voucher to the original voucher for an audit trail.  If you have additional questions on credit invoices that are not addressed by the training manual procedures, please contact the Helpdesk (405) 521-2444.

1099 Tax Information Quarterly Report

Now that we have completed the first quarter of the 2009 tax year, it is time for agencies to run the Miscellaneous 1099 Tax Information Report for their agency. The path for this report in PeopleSoft financials is: Accounts Payable, Reports, Payments, Misc Tax Information Report.

In reviewing this report we ask that you verify the name and tax id number (TIN), the address and the payments made to each vendor.  Address 1 is the designated address for 1099 reporting.  Please pay attention to the 1099 Flag also, Y means the vendor should receive a 1099 and N means the vendor should not receive a 1099.  If a vendor is marked with an N flag and your agency is trying to update an address, please note that the address you provide will be added as an additional address (if it is not already listed) and not be changed in address 1.  Please review your reports and return any corrections to the Office of State Finance by May 15, 2009.  If you have any questions, please contact Beth Brox, at (405) 522-1099, or by email at Beth.Brox@osf.ok.gov.

Off-Cycle Processing

Standards pertaining to the number of off-cycles allowed per pay period were set with the Go-Live to PeopleSoft 8.3.  The standards are as follows:

1. Monthly Anticipatory Payrolls – One (1) Off-Cycle for adjustments, retro pay, overtime, etc.  If agency is on the PeopleSoft Leave System, One (1) Off-Cycle to run annual/sick leave-processing through.

2. Bi-Weekly Payrolls – One (1) Off-Cycle for adjustments, retro pay, overtime, etc.

With the recent increases in off-cycle processing, agencies need to take a look at their entire payroll, know and understand how they will be processing all of the adjustments/refunds/etc., that need to be run on an off-cycle prior to requesting and running their off-cycle payroll.  Agencies needing assistance with business processes should contact Steve Wilson.

Agencies exceeding the maximum limits of off-cycles must submit a justification for requesting the creation of the additional pay cycle calendar that exceeds the above limit.  This request should be on agency letterhead and include the agency name and number, the paygroup(s) and pay period the off-cycle is covering, and the reason for exceeding the maximum number of off-cycles allowed.  It should be signed by the agency director or a designee listed on the Signature Card, OSF Form 13.  The letter should then be FAXED to Steve Wilson at (405) 521-3383.  CORE will only be allowed to create additional off-cycle calendars, when the limit is being exceeded, after receiving the approval from Steve Wilson.

OFMA Meeting – May 7, 2009

The next quarterly meeting for the Oklahoma Financial Managers Association will be held on Thursday, May 7, 2009 from 1:30 to 4:00 pm at MetroTech – Springlake Campus.  Stayed tuned to your e-mail for further information.

Archiving

The Office of State Finance and the Department of Central Services has embarked on a project to archive data from the PeopleSoft Financials system.  The archive project will target Accounts Payable, General Ledger and Purchasing data.  The archive process will remove older, less accessed data from the system thereby allowing the system to run more efficiently.  

The State will keep thirty-nine months of data in the production system.  Archiving will be executed after thirty-nine months and when the following additional archive criteria are met:

General Ledger:  journals must have a Deleted, Posted or Unposted status.  

Accounts Payable: Vouchers must have a Paid, Cancelled or Deleted status.

Purchasing:  Purchase orders must be Complete or Cancelled or have a receipt status of Closed.  Contracts must have a Closed or Cancelled status.  RFQs must have a Closed or Cancelled status.

The archive process is scheduled to begin on April 25, 2009.  At that time, we will begin archiving data for fiscal year 2003 and then over the course of the next few months, we will archive data for fiscal years 2004 & 2005 also.

The archive process is a two-step process.

Step 1:  Remove data from the production database and load it into an archive database.

The archived data will be accessible through a URL just like the current production system.  Users will be able to view data and run reports based on their security roles.  For existing PeopleSoft users, the Agency Security Representative may send Linda Belinski an email (linda.belinski@osf.ok.gov) identifying users who will need access to the archived data.  Additionally, the PeopleSoft Financials Security Form (Form 301) has been modified to include an option to grant access to the archived data.  

Step 2:  Remove data from the archive database.

The archived data will be retained in the archive database for a minimum of five additional years for a total of eight years (three years in the production database + minimum of five years in the archive database).  This is based on the State’s records retention policy for Accounts Payable, General Ledger and Purchasing data.  After that time, the data may be deleted from the system.

A new section titled ‘Data Archives’ will be added to the left-hand side of the CORE Web site to maintain information related to archiving including the link to the Financials archive database, the archiving schedules and any communications or instructions pertinent to data archiving.  This new link will not be available until 4/27/09.

If you have any questions regarding the archive process, please contact the OSF Help Desk at (405) 521-2444 or HelpDesk@osf.ok.gov.
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