MEMORANDUM

TO:  

Campus Administrators

FROM:  
Marc E. Wasserman
                        Director

                        Department of Financial Services

SUBJECT:  
Deadlines for the cutover from FAS to eUMB Financials
DATE:
           January 20, 2006

In order to prepare for a smooth transition from FAS to eUMB Financials, we have prepared a schedule of deadline dates related to certain processes within Procurement Services and the Department of Financial Services that must be adhered to. All new processes for eUMB Financials will begin either March 1, 2006 or as indicated in the attached schedule.

If you have any questions about the contents of the schedule, please contact the individual responsible for that particular Section, listed below.

Accounts Payable 



Walter Malecki


6-2931

Cash Receipts




Judi Archambault


6-2929

Corporate Purchasing Card


Joseph Evans/Marc Wasserman
6-8501/6-7776

HR, Payroll, Commitment Accounting
Susan Beckerman


6-8581

Procurement




Joseph Evans



6-8501

Quality Assurance



David Cheuvront


6-6554

Restricted Funds



Ben Rome



6-2435

Travel





Wayne Allen



6-7295

Working Fund




Wayne Allen



6-7295

Attachment

Accounts Payable

· Requests for Payment: forms must be submitted by close of business on February 17, 2006.
After this date, Request for Payment forms will no longer be utilized. Instead, departments will be required to submit a requisition through the newly established on-line requisitioning process.
Cash Receipts

· All deposits: cash, checks and credit cards using FAS account numbers must be submitted to the Cashier’s Office no later than 2:00 p.m. on February 27, 2006. Deposits after this time will use eUMB chartstring and held until March 1st for processing.
Corporate Purchasing Card

· Re-allocate February 2006 charges: by February 27, 2006.  It will not include the February 25, 2006 file. Re-allocations for February billing cycle will be posted to FAS on February 28, 2006.  All corrections and other re-allocations to February must be made by Journal Entry in eUMB Financials after March 1, 2006.

HR, Payroll, Commitment Accounting
· Employee Action/New Hire forms: due to Human Resources for PP06-18 by 4:00 p.m. on 
      February 16, 2006.

· Enter and approve Employee Funding Profiles: prior to running PP06-17 Actual Distributions by 2:00 p.m. on February 21, 2006.

· Entry of all time and leave required/ by close of business on 
February 23, 2006.  Approval is highly recommended to be completed at the same time.
· Final approval of all payable time for PP06-18 by 10:00 a.m. on February 28, 2006.

It should be noted that eUMB HRMS will not be available to the campus user from February 24, 2006 through February 27, 2006 in order to prepare for the Go-Live of eUMB Financials.

Procurement

· Requisitions: using current form must be in Procurement by close of business on February 10, 2006.

All requisitions after this date must be submitted on-line using the requisitioning feature in eUMB Financials. On-line requisitioning will begin March 1, 2006.
Quality Assurance

· New Account Requests: for State, Auxiliary, Revolving Loan and Plant Funds must be received by close of business on February 10, 2006.

· IDT’s and Budget Amendments: must be received by close of business on
February 17, 2006. After this date, IDT’s forms will no longer be used. Departments will use on-line Journal Entries to charge and credit each other for goods and services.
Restricted Funds

· New Account Requests: must be received by close of business on January 31, 2006.

· Budget Modifications: must be received by close of business on February 10, 2006.

· Invoices: January 2006 invoices will be produced from BARS by close of business on February 17, 2006. February 2006 invoices will be produced from eUMB Financials by March 9, 2006.
Travel Expense Statements

       -    Employees: current forms must be submitted by close of business on February 8, 2006. All    subsequent Expense Statements must be submitted on the revised form.

     -      Non-Employees: current forms must be submitted by close of business on February 17, 2006.  
All subsequent Expense Statements must be submitted on the revised form.

Working Fund

· Current forms: submitted by close of business on February 17, 2006.  Subsequent requests must be submitted on the revised form.

	Deadline date *
	Action

	February 8 
	· Employee travel expense form submitted

	January 31                          

February 8

February 10
	· New account requests received by Restricted Funds

· Budget modifications received by Restricted Funds

· New account requests received by Quality Assurance (State, Revolving, Plant)

· Requisitions received by Procurement

	February 16 by 4:00 
	· Employee Action/New Hire forms received by Human Resources for PP06-18

	February 17
	· Requests for Payment received by Accounts Payable
· IDT’s and Budget Amendments received by Quality Assurance

· Non-employee travel expense forms submitted

· Working fund requests submitted

· January 2006 invoices produced by BARS

	February 21 by 2:00 PM
	· Employee Funding Profiles entered and approved for PP06-18

	February 23
	· Entry of all time and leave. Approval is highly recommended at the same time.

	February 24-27
	· eUMB HRMS not available

	February 27 by 2:00 PM
	· All deposits submitted to Cashier’s Office

	February 27
	· Re-allocate February 2006 Corporate Purchasing Card purchases

	February 28 by 10:00 AM
	· Final approval of payable time


* By the closed of business day unless indicated otherwise

