Notes from BUG (Business Users Group)

Wednesday, September 10, 2003

Ryan:

· Agency communication is important with an integrated system

· Ways to find help: 

· Website 

· Suggestion for website: Put a "date updated" next to the manuals that have been updated

· We will be integrating flash memos into documentation

· "Search" function on the website is coming soon (UPDATE: Search function is now available for the training documents)
· When in an application, click on the "?" icon to get information about the page you are on.  The information will be JDE specific.

Paul:

· When using the help desk, PLEASE be patient!  We only have one person answering calls for each function.

Jeanne:

· Many functionalities exist that we have not yet seen.  We will continue to grow into the system and learn more.

· What do the functional people do?

· Test functionality and add more functionality

· Everything is integrated.  If one thing changes, everything needs to be tested again

· Baselines have to be tested before implementation

· Upgrades - implement major functionality

· ERP9 may be coming in the Spring

· Custom reports - need to be fixed

· Converting to Solutions Explorer - changes security - must have this to make Vendor Self-service work

· Working on modules for spending limitations (G/L and Procurement), STIP, and cash status

· Upcoming events - W2's, 1099's, Vender Self-service (Integrating Procurement and AP policies)

· Question: What happened to ESS?  Answer: The HR team is working on it

· A Steering Committee should be set up in September/October to help with reporting decisions

· How do you get information out of the system? (Steering Committee will be working on this)

· Ad hoc reporting, more information on reports

· Agencies will be asked what information they need to see on reports

· NIS team attends many meetings and answer lots of emails everyday

· Question: From past BUG meetings, have you determined 3 major issues, and issues users like and dislike about the system?  Answer: Yes, Steering Committee will be using those issues to determine what to focus on.  

Bruce: 

· IBT - agencies are not checking to make sure they have been posted

· Invoices are still getting entered in as RI's (defaults in if you use Standard Invoice Entry screen) instead of R6's (defaults in if you use IBT Invoice Entry Screen)

· Need correct invoice number

· Dollar amounts are not matching

· Payee number needs to be 9999

· Use AG search type to match with payee number

· IBT will not process if amounts do not match

· What is the difference between void and delete?

· Void when a batch is already posted

· Delete when a batch has not been posted (A batch can only be posted if it has a date in the current month

· Follow up on unposted batches: Batch cannot be posted if date is not in current month

· If a batch is "in use" it will not be picked up with the payment group, it will be picked up the next day

· If you need an "in use" batch reset, call the help desk

· Add account to a Business Unit - copy accounts from master chart

· Don't delete depreciate accounts

Patty:

· Encumbrances Certification process is going on right now and will do allotment status by September 15 or 16.  You may not see your budget status change right away.  

· Since the end of September is on a Tuesday, monthly payroll will be done on Thursday.  Post Bi-weekly on Friday.

· Liquidate encumbrances after (be sure to put in a current G/L date).  Instructions will be coming out soon.

· Pay prior year obligations with a P9

Lynda and Dwane

· Change in motion - security is always changing

· It is important to know who your authorized agent is - they are the contact between you and security

· Security is complex because of the Address book number, User ID, matrix coding, business units, etc.

· NIS Support structure - 

· Go to your agency resources

· Check the website

· Check another computer to see if you have the same problem

· Call or email the help desk

· Click the "i" icon before you take the screen shot for the help desk; it will give them important information to help solve the problem

· In Citrex, click the "ABO?" button to get that information

· Authorized agent responsibilities

· Agency Representative

· Assign User Access

· Understand the Matrix Coding

· Keep current/updated record of agency users

· Communication with NIS Security/Users

· PO's are encumbered as soon as they are entered

· Check out security on the website - matrix coding descriptions

Amy and Julie

· Check your unposted batches at the end of the month!

· Void date should be the current G/L date - be sure to check!

· We do not have control over the functionality of having the current G/L date default in

· 3-way match

· 1. PO creation - PO is generated from Purchase document

· Order header contains information that applies to the order

· Fund defaults in from business unit

· Order detail - information comes in from order header.  Information you receive against that effects the financial side is entered in this screen

· 2. Receive against PO - PO has to have been approved

· receipt batch moves from an encumbrance to and expenditure and is now available to be posted because it is already approved.  Must pot receipt batches in current month.


· Question:  What if you don't know what you are going to get before you enter it into the system?  Answer: Talk to DAS - Material

· Question: What if you do a voucher without a PO?  Answer: you are double-dipping into expenditures.

· PO has to match with accounts you want to pay vendor with

· Question: IS there a report for all this information?  We are working on getting more reports.

