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	GENERAL LEDGER (GL) BUSINESS PROCESS WORKSHOP WAVE 2 DEPARTMENTS
DATE: TUESDAY, OCTOBER 21, 2014
TIME: 9:00 A.M. – 4:00 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 General Ledger (GL) 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
	Kelly Holtz 
	5 minutes

	2 
	Business Process Workshop Objectives and Approach
	Kelly Holtz
	5 minutes

	3 
	FI$Cal Solution Overview (GL Overview)
	Kathy Brown 
	10 minutes

	4 
	Journal Entries Process
	Tom Marez / Jeff Brandyberry / Kathy Brown
	70 minutes

	5 
	Budget Journals Process
	Tom Marez 
	45 minutes

	6 
	Labor Distribution Process
	Gail Riggins 
	120 minutes

	7 
	Allocations Process
	Jeff Brandberry
	30 minutes

	8 
	Financial Statements Process
	Jeff Brandberry
	15 minutes

	9 
	Business Process Workshop Wrap-Up
	Danese Hammond
	10 minutes



	QUESTIONS AND ANSWERS



	Question
	Answer

	Journal Overview

	Q1: No adjustments in the system? Is there a role for budget check?
	A1: There is a role for budget check with two levels: appropriation and department budget structure, which you control. And you can add a budget journal to increase spending right then and there. Budget structures are what you want to make of them. We’ll get into that in the next series of slide.




	Journals & Ledgers

	Q2: When you’re dealing with federal funds, is there a way to account for an expenditure without reducing your account? For example, if there is cash in an account that hasn’t been used? Or cash to be returned to the feds or used for expenditure?
	A2: All expenditure transactions will be budget checked, thereby reducing available spending authority in any account.  Presumably these "excess funds" would have been accounted for previously.  If I assume these funds were on a different project, it is certainly possible to move those funds to another project.  This action would increase the authority on the 2nd project which could offset your expenditure.

	Q3: When manual adjustments are made to the cash basis, is FI$Cal going to know the original expenditure account? Distinction between types of expenses?
	A3: The cash ledger process is based on the source transaction itself. Tables in the background look at each individual voucher, and grab the expenditure and cash lines. The AP lines don’t show up in the cash ledger. You can see everything down to a low-level detail. 

	Q4: For the accrual period, how does the full  accrual and adjustment period correlate?
	A4: FI$Cal has an accrual adjustment table in the accrual. You can enter an accrual that you have not recognized or have not entered in as a voucher or AR / Billing. If you have not entered those transactions, you can enter in a GL journal. Most entries will be put in the accrual ledger. 

	Q5: Would you walk through the process of large assets, such as fire trucks, and depreciation basis. What would I enter for depreciation? How will depreciation get cashed?
	A5: Modified accrual and accrual are different than the Cash Basis. Modified accrual and accrual are their own separate entity, and are separate from the cash basis. The only way for you to affect cash would be the payment on the fire truck. 

	Q6: What is the difference between modified accrual and accrual?
	A6: Both are on the GL, it just depends on where the information comes from. Modified has vouchers and payment amounts, while accrual has appropriation and cash amount. 

	Enter and Process Journals Workflows

	Q7: In Wave 3, when FI$Cal  becomes the SCO book of record, will SCO have approval of the journal process?
	A7: The “Route Journal for Approval” box is where you would see the SCO approval. The same process as now. 

	Journal Screen Shots

	Q8: On the sales journal completed status, how do you search for items the next day?
	A8: When you come in the next day, you log in and look for “find existing” with your journal id# that will be given to you when you save. Note this for future reference.

	Q9: If the journal is not complete,  the journal ID on’t be in the header?
	A9: No, you’ll go through a certain set of screens to find the existing data in your BU and to search for it. The moment you save, there will be a journal ID, even if not completed.

	Q10: If we don’t save, will the System drop the journal information?
	A10: If you don’t go to the lines tab on the journal page and click on the save button, the information you entered on the header tab and/or the lines tab will be gone.  The journal information will not be found due to no journal id being created.

	Q11: Is there any way to look up a listing of incomplete journals?
	A11: Yes, go to the advanced search on the Create/Update Journal page page and select look for the incomplete Journal Entry Incomplete under the Journal Header Status field.

	Q12: Can you clarify. If a journal is incomplete, it will not process, and it will not save if no data is entered and if you do not mark the journal incomplete?
	A12: The System will not save the journal if you do not mark as incomplete.

	Q13: If you don’t do anything in the journal, then you don’t need to save?
	A13: If you don’t run a process or save, then you will lose the journal information.

	Q14: How many periods are available? Are there no other periods?
	A14: In modified accrual, there are the Periods 1-12 and 998, but the ledger group accrual is where you’ll put the accounting accrual. It depends on where you want that entry recognized. Select both accrual and modified accrual and a trial balance scenario.

	Q15: Is there only partial reversal?
	A15: It’s called the “copy journal” function. Copy the accrual journal entry and delete the lines that you want to reverse; as long as the journal still balances, it can still be posted. 

	Q16: Is there a procedure manual on how to work the drop-down items and other functionality?
	A16: We have a series of job aids to use majority of functionality such as budget check, edit journal, ChartField, pre-check; post journal, deleted journal, print journal, refresh journal, and submit journal.

	Q17: Can we do like an upload if we have a group ofjournal entries?
	A17: FI$Cal provides a journal spreadsheet template upload, to load multiple journals from one template. You can use a pre created model journal that you can use repeatedly for similar entries. 

	Q18: Can you run a query by description?
	A18: The primary way to look up a journal entry is using the journal ID; looking up a journal description is difficult. The journal class or source tells us the source of data. If there are specific journals that you know you will want to look up, you can create them as journal sources, for an easier search. If there are particular needs that you need to look up, we can add sources for you to look up. There should be something in a ChartField value to make the value unique to identify in your query. 

	Q19: What is reference number?
	A19: The reference number is a free-text field that can contain whatever you want. We can talk with you about what is best to use for your department’s needs.

	Q20: Will the source be maintained by FI$Cal?
	A20: Yes.

	Q21: Is the journal class searchable?
	A21: The journal class is not being used right now. 

	Q22: Would a journal class be better used than a journal source? What’s the best way to search for a journal?
	A22: No. The journal class is not being used right now. Use other search methods, such as the Journal source.

	Q23: If data is entered by a super user but there is no time and date, do you put it in when the journal entry is saved?
	A23: The journal entry will update when you save. You’ll be able to tell who changes the entry and when. The System can tell you what was  changed, by whom, and when. So you can  determine what happened in every journal entry. 

	Q24: If someone starts but then someone else completed the entry, will the log say it’s entered in by the super user?
	A24: On the audit function, you’ll be able to see who modified the journal entry and when. 

	Q25: How about when the staff saves a journal entry as incomplete? Can the approver go in a see what has been saved?
	A25: Yes, there are search criteria that you can use to find all incompletes, errors, or budget check errors, and you can see which journal entries have not been posted. If you are the approver, you will have a work list of journal entries that are waiting for your approval. 

	Budgets Overview

	Q26: You said we can’t spend until we receive reimbursements?
	A26: You cannot spend your full authority until you receive  your reimbursement receivables.

	Q27: Spending – only cash disbursements or encumbrances? Do we have to wait to receive reimbursement before we can encumber?
	A27: You will need to collect reimbursement before you can encumber..  However, if Reimbursements are a major part of your department’s budget, then a department may request from the Fiscal Service Center that FI$Cal SCO staff approve an estimated revenue to allow encumbering reimbursement funding.

	Q28: With this new process, isn’t it contradicting with the reimbursement process? We have a larger reimbursement and our first collection is in February because it is in our contracts. 
	A28: There are instances where you need to spend before you bill. It depends on how big a part of your budget the reimbursements are, and what collection process you use. You will need to be more aggressive in your collection process.  If Reimbursements funding are a major part of your budget, there is a process to have estimated revenues established so that encumberances can be established.
 
    Still, cash will need to be available before spending. 

	Q29: Are the expenditures, as you incur them, going to sit in a clearing account until the collection comes in?
	A29: Yes, they remain in the alt account where the clearing account is. If you need to be reimbursed, you can go to your active clearing account. 

	Q30: How does budget checking work with a clearing account?
	A30: The budget structure is similar to the one at SCO today; it will let you total the main item of appropriation, and the encumbrance will pass budget check.

	Operating Budget Solutions Workflows

	Q40: Do you have to have an operating budget?
	A40: You do not; it is whatever you want it to be. We will set up a template that some of the Wave 1 departments are using, so that you can test and see how they work. We want to get everyone into the functional testing, so you can experiment to see what you want. 

	Q41: When will the environment testing be?
	A41: It has not been built yet; the environment will not be ready until late November or in December. We will let departments know when we have a more exact date.

	Budget Journal Department Roles

	Q42: I agree that the supervisors at the very least need hat information.
	A42: Yes, they’re going to run into budget errors, and we need to give them the tools to fix it. And these are the tools.

	Labor Distribution (LD) Overview

	Q43: Is it an overnight process?
	A43: No, departments run the  process request themselves. LD runs instantly, and not just a nightly process. You can monitor the process, and when it is completed, you can run other reports. 

	Q44: What is the role that is used to run the LD report?
	A44: One of the roles is the Department LD Processor, and anyone with access to that role can run the process.




	LD Key Terms

	Q45: Is there a limit on how many Task IDs?
	A45: There are an unlimited number of lines. The only constraint is that the total has to add up to 100%; otherwise, it will error. 

	Q46: In the Task ID, you’re talking about a specific task that employees perform? So what I’d want to do is use the default?
	A46: You could use it that way. Normally they are defaults. You wouldn’t need a Task ID because employee defaults do have percentages. The Task ID comes in handy when you’re recording employees as individuals; if any changes are made, you just need to adjust the Task ID. Generally, you would not need to use the Task ID. 

	Configuration task workshop tomorrow

	Q47: Are the configuration task tomorrow just for Wave 1 and 2?
	A47: Yes, it’s too early for Wave 4 departments.

	Q48: DGS is not in CalSTARS for Labor; we have our own system. For the workshop, we’re going to have an interface for the activity sheets. Will we still need to match up with LD in FI$Cal, and to know what our PC data is,? Will the corrections for employees show up automatically in FI$Cal, when we make changes in our interfaced legacy system?
	A48: Because you will use an interface, you can use employee defaults, and you will need to have set up the configuration, but you will not need to set up activity sheets. 

	Process LD

	Q49: What is the timing for the first two reconciliations?
	A49: The payroll file we get from SCO the last day of the month. There is a lag then, until we get the CRL3012s, which are usually available by the fourth working day of the month; when that is received, then the FI$Cal Service Center (FSC) can load and compare the reports (which takes about a day). In Wave 3, that whole process might be automated. About the fifth working day of the month, departments can run Labor Distribution. 

	Q50: Is there a date when you have to have LD data loaded into FI$Cal?
	A50: Timing is dependent upon SCO mandates about closing the prior month. SCO is trying to make that shorter and shorter. 

	Q51: Are there any plans to be able to run LD more often during the month?
	A51: Not at this time. The SCO produces a payroll payment history file at the end of the month. DOJ was interested in the ability to receive it early, but it’s not on the drawing board at this time. 

	Q52: Can you elaborate on the cost allocation fund split in the LD?
	A52: The GL allocation process runs after LD, just like with CalSTARS. There is no fund split process in FI$Cal. Labor costs need to be charged to the ultimate fund sources. 

	Q53: For accounting entries, what kinds of entries are used for LD, and what types of analyses? If you just look it up by type, what is the appropriation for this type of transaction?
	A53: Account entries are standard journal entries. The names of all labor journals start with “LD,” and an entry source field identifies any journal from the GL. Within LD, you can use an LD query to determine where the journal was generated. 

	Q54: When we load employee data into the System, will we need to load them individually, or using an electronic interface?
	A54: We plan to have an interface capability developed for Wave 4. 

	LD Workflows

	Q55: LD affects the way employees submit their timesheets?
	A55: No impact on the timesheet used for payroll purposes. The FI$Cal website provides a mockup of an activity sheet that departments can use. 

	Q56: Employee maintenance can still be at the approval level?
	A56: You can create employee groups, and define defaults, by reporting unit . Each individual employee must still be configured in FI$Cal, and they are tied to your department. After you add an employee to the System, identify whether they are in a group, and if so, the reporting structure for the group. 

	Q57: When will all employees have unique IDs?
	A57: All employees already have unique IDs in Wave 1. FI$Cal provides a crosswalk table between SSN and the employee ID.

	Q58: SCO is not going to convert their files? They still use SSN?
	A58: SCO is not going to change what they are sending us. The crosswalk will help convert the SSN to the employee ID.

	LD Screen shots

	Q59: Can we upload the employee options?
	A59: We are planning to provide that capability in Wave 4.

	Q60: The reporting structure (RS)?
	A60: Yes, there was confusion on that, too. RS is strictly used for reporting purposes when you run the missing reporting activity sheet. The reporting structure is never used in generating an account entry. 

	Q61: How does the reporting structure get updated?
	A61: RS gets updated in FI$Cal, and you can leave that field  blank. It’s only for producing the missing activity sheet report. 

	Q62: On the active / inactive part, if we change it to inactive, will it error out if there is payroll?
	A62: Yes. There is no reason to inactivate anyone. If they leave the department, they won’t get any payroll.

	Q63: We have seasonal employees. If the timesheet continues to grow, what if someone does return. We use current active / inactive to purge them. Our employee file will continue to grow?
	A63: There is no delete on the page. The one record just sits there. Normally, we just inactivate people. In PeopleSoft, we don’t delete anything. We can look into the possibility if we need to purge. 

	Q64: Loading employee information into FI$Cal, there’s no conversion from our current file into FI$Cal?
	A64: You can develop, on your end, whatever you’d like to enter into FI$Cal. If it’s a file that can be imported to Excel, then you can convert it to FI$Cal. You would need to crosswalk the Social Security Number (SSN) to an employee ID in FI$Cal. 

	Q65: Sounds like well still have to go in and touch 3,000 employees for DGS? What is the work effort, and when does it need to be completed by? 
	A65: We have not yet distributed the task for employee configuration. We’re trying to arrange a conversion for Wave 2. We’re getting ready to send that out. Employees will need to be ready before User Acceptance Testing (UAT), which will start mid-April.

	Q66: Can we get student assistants in to do this?
	A66: Departments need to build a spreadsheet for configuration. The FI$Cal Project Team is responsible for loading the data. We manually validate the data and then load it into the database. For smaller departments, it will be keyed into the page. But departments are not responsible for the load

	Q67: Do we need to make adjustments?

	A67: You will know your Chart of Accounts (COA) before you enter data into the System. You can use the crosswalk to look up from the legacy UCM to the FI$Cal COA.

	Q68: Reporting structure is just an information field; where is the ability to get reports from payroll or unit?
	A68: There is no availability for that on the Labor Distribution (LD) side right now. You can on the General Ledger (GL). You will be able to do employee reporting when we get the two new processes developed for that. The activity sheet has a reporting structure field.

	Q69: Ability to download information into a spreadsheet?
	A69: We would have to know specifically what you need. There are queries based on Wave 1 department needs. Constrained on the queries to run in 30 seconds, and you can extract too much data, but there are extra filters to reduce the quantity of query results.

	Q70: Labor is tied to Project Costing (PC); where do we do retroactive labor?
	A70: If it’s by employee, you’ll need to do an adjustment in labor. If you do it in PC directly, it won’t be back in LD. Make the correction in the original sub module.

	Q71: Would it be the same process if an employee is paid by SCO, it will hit an error file that we need to fix before we can go forward?
	A71: As soon as the payroll file is loaded, all employee records that aren’t configured are flagged with an error. You can run an error report to see who is missing, then add those employees.

	Q72: Travel expense claims that happen before the employee is entered. How would that work if we get the TC after the employee is end dated?
	A72: You don’t have to end date employees in LD. You’d need to add an effective dated row with the status as inactive. If Labor would process anything with an earlier date, that configuration is still active. 

	Q73: Does it include project number?
	A73: Yes, you can have an unlimited number of lines as you need.

	Q74: Can departments add employees, or only SCO does that?
	A74: The interface from SCO adds employees monthly. New employee to your department, if they come from elsewhere in the State (from another department), they have an employee ID assigned and you can search for them. Brand new employees (no previous State service) are added when the monthly interface runs; if the payroll file is received before running the monthly interface, the loading of payroll file ads them to the employee file. Lastly, the FI$Cal Service Center (FSC) can add employees directly into the system.

	Q75: Will the System split the funds again and double distribute it?
	A75: You can double split. For example; Let’s say you have two task IDs from two different work activities. In the employee defaults you can say this person does this 5 activities on this task, and so many on another. Then their costs will be split across the task ID and split based on the % in the funding sources.

	Q76: In this how the timesheet works in conjunction with the activity sheet?
	A76: It is similar to CalSTARS, you can fill out an activity sheet and charge to default and the COA defaults; it is the same sequence as in CalSTARS.

	Q77: You said this was online right now, personal activity sheet
	A77: It is available on the FI$Cal website. Select the  FI$Cal job aids button, which will take you to all the job aids. A mockup of the activity sheet is accessible from that page. 

	LD Departmental Roles

	Q78: We have units all over the state. Our Riverside unit can enter activity sheets, right?
	A78: Anyone who has access to FI$Cal, and who has been assigned the activity sheet admin role, can use it.

	Q79: Is FI$Cal smart enough to know the pay period to each payment?
	A79: Yes, it knows for every single payment what the pay period is. Every payroll payment has a month and year.

	Process Key Terms

	Q80: How long does it take to get allocation set up?
	A80: Pre Wave 2 Go-Live,  we’re giving you a sample in our environment testing for you to test and see what works for you. We will help you build your own allocations and then test them. Post Go-Live, we will try to build them, so you can control as much as possible. But if you need to change it for Wave 2, you’ll need to contact the FSC. Depending on the complexity of the allocation changing, it could take up to 3 months.

	Allocation Types – Record Basis

	Q81: Is there a limit on the number of statistic (stat) ledgers?
	A81: We have one set up right now. You have a hundred? Outside of this session, we will talk about the best way to do that. You can have as many stat ledgers as you need. 

	Q82: What does that mean: you have only one stat ledger?
	A82: The System provides only one location to post a statistic ledger to. You need to make sure a stat doesn’t get picked up to another ledger. We will talk to each department about this.

	Process Allocations

	Q83: Our current allocation process works only if we have charges during the month. What about if we have no charges?
	A83: If you have no charges during the month, then you can decide if you want to run it or not.

	Q84: Does the System tell you if it’s a previous activity?
	A84: For Wave 1 allocations, if I forgot to put a journal in and already ran the allocation for July. If I run it again in August, it will get picked up in the August version of those allocations. It depends on how you set up your allocations.




	Action Items

	Q2: When you’re dealing with federal funds, is there a way to account for an expenditure without reducing your account? For example, if there is cash in an account that hasn’t been used? Or cash to be returned to the feds or used for expenditure.
	A2: All expenditure transactions will be budget checked, thereby reducing available spending authority in any account.  Presumably these "excess funds" would have been accounted for previously.  If I assume these funds were on a different project, it is certainly possible to move those funds to another project.  This action would increase the authority on the 2nd project which could offset your expenditure.

	Q21: Is the journal class searchable?
	A21: The journal class is not being used right now. Predefined number of values. It is not on the search pages that you want it on.

	Q22: journal class is better used than journal source. Best way to search for a journal?
	A22: Take this as a takeaway: how best we can help you be able to search for a journal entry. 

	Q28: With this new process, isn’t it contradicting with the reimbursement process? We have a larger reimbursement and our first collection is in February because it is in our contracts. 
	A28: There are instances where you need to spend before you bill. It depends on how big the reimbursements are a part of your budget and the collect process you have. You will need to be more aggressive in your collection process. We will work with the Business Process Group and have that sent out to you.

	Q48: For DGS we are not in CalSTARS for Labor, we have our own system. For the workshop, were going to have an interface for the activity sheets. Still need to tie them to match up with that and will need to know what PC stuff is too right? Will the corrections for employees show up auto in FI$Cal when they make changes in their legacy?
	A48: Yes, I knew you’d have an interface. The plan was to use employee defaults and you will need to have set up the configuration but not need to set up activity sheets. 

	Q63: We have seasonal employees. If the timesheet continues to grow, what if someone does return. We use current active / inactive to purge them. Our employee file will continue to grow?
	A63: There is no delete on the page. The one record just sits there. Normally we just inactivate people. In PeopleSoft, we don’t delete anything. Something we can take a look into the possibility if we need to purge. 
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