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	BUSINESS PROCESS WORKSHOP FOR CFS DEPARTMENTS – ACCOUNTS RECEIVABLE/BILLING & PURCHASING 
WAVE 2 DEPARTMENTS
DATE: THURSDAY, OCTOBER 23, 2014
TIME: 9:00 A.M. – 12:30 P.M.
LOCATION: 2000 EVERGREEN STREET, SACRAMENTO
ROOM: JADE AUDITORIUM



	[bookmark: _GoBack]Facilitators:
	FI$Cal Change Management Team
FI$Cal Business Team

	Meeting Purpose:
Type of Meeting:
	Introduction of Wave 2 Accounts Receivable/Billing & Purchasing Business Processes and Impacts to Departments
Business Process Workshop



	AGENDA TOPICS/MINUTES 



	#

	Topic
[Brief description]
	Presenter
[Name]
	Duration
[Time in Min.]

	1 
	FI$Cal Project Overview
	Bill Harrigan 
	5 minutes

	2 
	Business Process Workshop Objectives and Approach
	Bill Harrigan 
	5 minutes

	3 
	FI$Cal Solution Overview 
	Allen Piekara
	10 minutes

	4 
	Billing 
	Susan Salisbury
	30 Minutes

	5 
	Invoices
	Lilia Leal 
	30 Minutes

	6 
	Purchasing
	Mary Dodson
	60 minutes

	7 
	PO3
	Patti Moore
	60 minutes

	8 
	Business Process Workshop Wrap-Up
	Tracy Milner
	10 minutes



	QUESTIONS AND ANSWERS



	Question
	Answer

	Accounts Receivable

	Q1: Can the Ccustomer Pprocessor and Cconfidential Ccustomer Pprocessor be the same person?
	A1: Yes, they can. A person mapped to the Confidential Customer Processor has all of the capabilities as a person with the Customer Processor role.

	Q2: Is the invoice for external or internal customers?
	A2: It can be for internal or external customers.


	Q3: A social security number (SSN) is not required; we don’t get that information?
	A3: No, it is not required for creating a customer record. If one is collected though, the number can be associated with the customer record (this reference is not mandatory though).


	Q4: Is SSN or a tax ID number (TIN) required for a vendor?
	A4: Not for a customer. Customers and vendors are different things and live in different modules. Vendors do need a TIN/SSN.

	Q5: Is a STD. 204 form still required for vendors?
	A5: Yes.   

	Q6 Do you have the option of doing billing in FI$Cal or in current (legacy) system and uploading a summary into FI$Cal?

	A6 That depends on what your system is doing. If you are doing exactly what FI$Cal is doing, then use FI$Cal. If your legacy system is more complex, you can use that and either enter or interface the data into FI$Cal.


	Invoices
	

	Q7: What is the scanning device?
	A7: Some departments have a scanning device to recognize receipt payments. This scanning device utilizes a bar code from the invoice’s remittance slip to scan the receipt. 

	Q8: Do we need to procure it?
	A8: It’s not necessary. Some departments have the information already and don’t need to worry about it. The scanner is for departments with a high volume of invoices. 

	Q9 If you are in FI$Cal doing the direct transfer bills, will the bill be sent to SCO for processing the direct transfer?
	A9: The process of informing SCO of direct transfer transactions will still continue. However, no Contracted Fiscal Services (CFS) departments have the authority to create direct transfer bills. 

	Q10: Does each department have to have all three separate billing roles?
	A10 Departments don’t have to have all three, but to comply with the State’s Sseparation of Dduties (SOD) requirements, it is recommended to have a different person in the approver role. 

	Q11: Can you explain the Excel request form?
	A11: The Excel form is a tool that may be used by departments to create invoice and invoice adjustment requests.

	Q12: Who prepares the Excel form?

	A12: The requestor. It is up to you if you want to use the form. It is not required.

	Purchasing
	

	Q13: Can you explain the Chart of Accounts (COA), for those who have not attended these BPW sessions before?
	A13: The COA is the programs, funds, and objects of expenditures that exist in FI$Cal. It is all of the new accounts assigned in FI$Cal.

	Q14: What is the pre-encumbrance?
	A14: It tells you that the funds are available, but are not encumbered yet.

	Q15: At the end of the fiscal year, everyone tries to use funds. Is there a cutoff date in FI$Cal?

	A15: FI$Cal doesn’t make those decisions. DOF and DGS have cutoff dates for funds. FI$Cal does not take part in thoseat internal processes.

	Q16: At some point, will you be asking forpresenting  a definition of roles?
	A16: Yes, we will have special workshops to go through roles.

	Q17: For the processor or requestor, is it necessary to have as a name, or can you have it as an organization?   We use a lot of services through DGS.
	A17: You wouldn’t make the designations, DGS would. You would have your department assignments only.

	Q18: How do you add an ad hoc approver?

	A18: You’ll be able to see what DGS has added as ad hoc roles, but DGS will be assigning that. In the beginning, you may need to have a conversation with DGS. The approvers are individuals rather than organizations. They have user IDs like everyone else.

	Q19: We are a small department, and we’re concerned that we will have to keep track of ad hoc users. We wouldn’t want to be responsible for tracking, but when needed, we want those users to be there.
	A19: The only thing you have to keep current is your department roles. DGS will keep their roles current.

	Q20: Will there be something for contracting non- IT services?
	A20: Yes, we will review procurement contracts later today.


	Q21: Is this presentation available? 

	A21: Yes, it is on the FI$Cal website at the bottom of the page on the right side under Wave 2 Resources.

	Q22: Will there be any notification if something is waiting for approval for a long time?
	A22: Yes, the System will track and you’ll know when an approval is at DGS. If it sits for 5 days, then notifications are sent. After another 5 days, another notification is sent. If 10 days, then a notification is sent to the supervisor.

	Q23 This is not the annual approval for purchase authority is it?

	A23 Yes, it is. You put your requests online, whatever applies to you, and it is routed to DGS, which will approve. It is all done in FI$Cal.

	Q24: For an exemption that is beyond our delegation, do we go to DGS for the exemption?
	A24: Yes, we will go through that for with you.

	Q25: Are we going to have access FI$Cal prior to our department’s Go-Live date? 

	A25: You will go through testing and training. There will be a conversion process for contracts into FI$Cal.

	Q26: Do we need to enter a PO to create a STD. 213?
	A26: No, you do your contracts in FI$Cal and everything related to the 213 will be in the module. The contract will feed into a PO to make a purchase and encumber funds. You have to generate the POs.

	Q27: Will there be the budget STD. 215?	Comment by Bianucci, Julie: This does not make sense.  Ask BT to correct to valid question.
	A27: All of the information that is now on the STD. 215 form will exist in FI$Cal. You can use reports to view all of the STD. 215 data. But the need for a STD. 215 form, on paper or electronically, will go away.

	Q28 Is it the same process for the STD. 65 form?
	A28: There is no longer a STD. 65. The system PO is similar to the STD. 65, but with a lot of added functionality that is not in the STD 65. In FI$Cal, the PO is the mechanism that encumbers funds.



	Q29: How will we handle CAL-Card purchases?
	A29: It will still be the same as you do now, but transactions are in FI$Cal and will be discussed later. We recommend you use POs, but it is up to the department.

	Q30: Is the STD. 213 form being replaced by the POs encumbrance?
	A30: No, not replaced. The STD 213 form will still be required with wet signatures in Wave 2. The FI$Cal PO will be the mechanism to encumber funds related to the STD 213 contract.


	Q31: Will the California Multiple Award Schedule (CMAS) be in FI$Cal?
	A31: Yes, it will.

	Q32: Does the State Contract and Procurement Registration System (SCPRS) information populate the STD. 213 form?
	A32: No, SCPRS is after that. The PO will populate SCPRS.

	Q33: Will you be able to attach a contract to a PO in FI$Cal?
	A33: Yes.

	Q34: Can you have the same person be the PO Aapprover 2 and 3?
	A34: Yes, you can. However, for CFS departments, because DGS performs your accounting functions, it is anticipated that a person at DGS will have the PO Approver 2 role for your department.

	Q35: Does the System send an automatic email to the vendor when a contract or a PO is awarded to them?
	A35: Yes, the System will send an email if you select that option and if the vendor selects that method.

	Q36: What will the vendor see?
	A36: They see the PO or the contract. That is how they will know to start work or to send goods. They have to send an invoice, which is accepted and entered, and a voucher is created. 

	Q37: How does the vendor send the invoice?
	A37: The same way it is done today. 

	Q38: Does the State Controller have input and issue the warrant?
	A38: Yes, they continue do all that SCO currently do. They can see everything in the System.

	Q39: If the vendor elects to not receive the PO by email, will they get it by fax or mail?
	A39: Yes, most of the dispatching of the PO is by printing the PO and faxing or mailing. 

	Q40: Will the system fax?
	A40: It will have the option to fax and you will be able to see in the System that the fax was successfully sent. 

	PO3 
	

	Q41: Does the System also apply credit?
	A41: Yes. 

	Q42: How does the dispute process work?
	A42: This is not an Aaccounts Ppayable process. There is a credit voucher you can generate if there is a dispute.

	Q43: Who is responsible for a dispute notification?
	A43: You have to work that out in your department, how you want to enter it in FI$Cal. It is in your business process. 

	Q44: Will the State require a dispute notification to the vendor?
	A44: Yes. 

	Q45: Willth the department have their own items database?
	A45: No. You can save items as templates, but you can’t create your own items. 

	Q46: For the United Nations Standard Product and Service Codes (UNSPSC), BidSync stops at 6 digits. We sometimes use 8 digits. How will FI$Cal work?
	A46: We are using the full 8 digits. 

	Q47: When we want an item and it is an exemption, is there a field for an exemption from the Prison Industries Authority (PIA)?
	A47: Yes, there is. A form has been created in the system to record whatever waiver exemption you need.

	Q48: Can you insert an ad hoc approver?
	A48: Yes, before the solicitation is released, it can have an ad hoc approver, but the approver has to have the designated ad hoc roles.

	Q49: Is the Aad Hhoc Aapprover specific to certain things?
	A49: Yes, they are specific to processes.

	Q50: If a contract is coming up for renewal, is there a reminder process?

	A50: FI$Cal allows you to set up notifications in advance of the contract expiring or coming up for re-bid. You can set up alerts so you know what is happening with contracts. If a contract has a dollar limit or a quantity limit, you can also receive notification when those thresholds are being approached. The notification can be set-up to be emailed to anyone; they do not have to be a FI$Cal system user.

	Q51: We do a bid over 3 years, but don’t know in which year the $300,000 will be paid.

	A51: We have a funding stream for each fiscal year, which may need to be adjusted. Your PO establishes the encumbrance. If you if need to adjust, you can do a PO amendment.

	Q52: CalSTARS encumbers for the current year, but you can amend it if you are spending at the end of the fiscal year.

	A52: FI$Cal will allow the same. You will be able to encumber only the current year. Once encumbered this year, you can spend in the next year.

	Q53: If you have to cancel the contract, can you still adjust?
	A53: To cancel you press the cancel button, and the encumbrance is cancelled.

	Q54: How is retention handled?
	A54: You can set up retention terms in contracts between purchasing and accounts payable. It will separate the retention.

	Q55: Is it on an invoice basis?
	A55: The invoice will create the retention.

	Q56: Can we advance anything different, like in a grant?

	A56: There is a grants module. It is in the contract that the grantee is the vendor. We set the terms and manage payments. There is a mechanism of setting up advances on grants. The language of grants is different in the FI$Cal system; in FI$Cal, a grant always means money granted to (money coming into) the State, such as by the federal government. When the State issues a grant to another entity (money going out), that is always a Procurement in FI$Cal; the FI$Cal System internally does not call that a grant.

	Q57: If you are doing a purchase, will it alert you if you use wrong terms and conditions?
	A57: These are attachments so the System won’t know if you are attaching the wrong document. But because the PO goes through an approval process, it should be caught.

	Q58: Will there be a process for a large procurement?
	A58: Yes, the System has the ability to collaborate with control agencies.

	Q59: Does the signature page of the contract have to have a wet signature printed out and signed, and the signature page attached?
	A59: Yes, that is what the System needs.



	Q60: Will the Controller still want a paper copy that you’ll have to print out and send to SCO?
	A60: Yes.

	Q61: What about the STD. 16 (DFEH) form?
	A61: We have that functionality built into the system.

	Q62: Does anyone have access to FI$Cal with the same format style in looking up vendors like in BidSync?
	A62: We are still debating on the formatting style, but don’t expect it will look or behave exactly like BidSync.

	Q63: Do we still have to get the STD. 204 form from vendors to enter in FI$Cal?
	A63: Some measures will allow vendors to submit the STD. 204 directly to FI$Cal themselves – initially you’ll have to get them from new vendors who are not already in the System.
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