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	Objectives


This meeting is intended to provide training on Accounts Payable. Participants will learn how to create vendors set up taxes, process invoices, and process checks, complete check reconciliation, and review 1099 processing. Participants will also discuss the validation tables necessary for Purchasing and Accounts Payable to go live and review on line queries. 

	Progress Report

	Accomplishments


Accounts Payable and Bank Reconciliation Overview: 

The accounts payable process includes creating and canceling regular and direct invoice/credit memos, producing and canceling batch and online checks, performing accounts payable queries, performing bank reconciliation, creating and maintaining appropriate accounts payable tables, and producing accounts payable reports. 
Accounts Payable and Bank Reconciliation Forms:

· FTMVEND (Vendor Maintenance Form) - Enables you to add, change, or terminate vendor information. Consists of a main window and four additional windows.
· FTMTRAT – (Tax Rate Code Maintenance Form) - Enables you to establish the individual tax rates applicable to your installation. 
· FTMTGRP – (Sales/Use Tax Group Maintenance Form) - Enables you to add and maintain sales/use tax groups in order to calculate tax on purchasing and payment documents. 
· GXRBANK (Bank Codes Rules) - Defines the bank codes for your institution’s bank accounts. Links bank funds and bank accounts with your cash accounts. Defines ACH information for each bank account used to make payments by direct deposit.

· GUACURR (Currency Code Maintenance) – Defines the currency codes used in the system. Also used to set the Accounts Payable default account. 

· FAAINVE (Invoice/Credit Memo Form) - Enables you to create invoice documents. This form accommodates Direct invoice transactions (invoices that do not involve a purchase order), Regular invoice transactions (invoices that involve a purchase order), and General Encumbrance invoice transactions (invoices that liquidate a General Accounting Encumbrance).

· FAIVNDH (Vendor Detail History Form) - Provides an online list of vendor invoice/credit memo/payment transactions for all vendors in the system including terminated vendors.

· FAIVINV (Vendor Invoice History Form) - Enables you to view detailed information about a vendor invoice even when the invoice document number is unknown.

· FAIINVL (Invoice/Credit Memo List Form) - Provides a list of invoice transactions by status.

· FAIVHIS (Vendor History Query Form) - Enables you to display and query invoice/credit memo history information for a selected vendor by fiscal year.

· FAIVINV (Vendor Invoice Query Form) - Enables you to view detailed information about a vendor invoice even when the invoice document number is unknown.

· FAIOINF (Open Invoice by FOAPAL Form) - Provides an online display of open invoices by any combination of chart of accounts, index, fund, organization, account, program, activity, and location (FOAPAL). This form only displays those invoices that meet the specified FOAPAL criteria.

· FAAINVD (Invoice/Credit Memo Cancel Form) - Enables you to cancel an invoice that you have completed, approved, and posted.

· FARIAGE (Invoice Aging Report) — Displays unpaid invoices in date sequence. Invoice totals appear in 30-day periods.
· FARVALP (Vendor Alphabetical Listing Report) - Lists vendors in alphabetical order.

· FARVHST (Vendor History Report) - Displays payment activity for a particular vendor.

· FARVNUM (Vendor Numerical Listing Report) - Lists vendors in numerical order.

· FAAONLC (Online Check Print Form) - Enables you to generate a single check online or to record a manual check. Process a non-batch generated check for a specific invoice.

· FABCHKS (Batch Check Process) - Selects the checks and information pertaining to the current check job.
· FABCHKP (Check Print Process) - Shows the output of a standard check.
· FABCHKR (Batch Disbursement Register) - Produces hard copy output generated after the execution of the Batch Check Print processing (FABCHKP) and before execution of the Batch Check Accounting Process (FABCHKA). The Batch Check Register Report contains a listing of only those check numbers printed from the FABCHKP process.
· FABCHKA (Batch Check Accounting Process) – Takes all check information and creates accounting data which will be posted in the next posting run.

· FABCHKD (Disbursement Check Report) - Lists checks written to disbursing agents.
· FARCHKR (Check Register Report) - Lists checks by check number and date.

· FAACHKS (Check Cancellation Form) - Enables you to cancel a check which has been previously created and posted.

· FARINVS (Invoice Selection Report) - Displays checks to be printed on next check run.
· FAAPAYC (Payment Control Form) - Enables you to modify payment due dates and assign or remove holds on completed invoice documents.

· FAABATC (Batch Check Print Form) - Enables you to create and enter the parameters for checks.

· FAABREC (Bank Tape Reconciliation Form) - Enables you to enter bank reconciliation information or adjustments from the bank for bank reconciliation.

· FARAAGE (Bank Reconciliation-Activity Aging Report) - Aging report of bank reconciling items.

· FARBBAL (Bank Reconciliation Balance Report) - Presents a hard copy of the bank reconciliation.

· FARBREC (Bank Reconciliation Report) - Presents a hard copy report of bank reconciling items.

· FOA1099 (1099-MISC Magnatic Tape Transmitter Data) - 

· FAA1099 (1099 Reporting Form) - Provides an online display of 1099 information for a vendor for a specific reporting year. You may also make adjustments to the income type and reported amounts. 

· FARWHLD (1099 Reporting/Witholding Status Report) - Indicates the Federal and state government withholding tax and reporting data by vendor for purchases which are subject to the IRS 1099 reporting requirements.
· FARWHLY (1099 Reporting/Withholding Audit Report) - Indicates the Federal and state government withholding tax and reporting data by vendor, for purchases which are subject to the IRS 1099 reporting requirements. You can use this report to verify the accuracy of distributions made to each vendor with income type.
· FAT1099 (1099 Forms Test Patterns) - Prints out test patterns for 1099 forms.
· FAB1099 (1099 Report Print) - Creates 1099 forms for selected vendors to be reported to the IRS.
· FPARRIM – (Receipt Required Indicator Form) - Enables you to update the Receipt Required Indicator on selected documents. You can also use this form to query by document type and document code and display selected values from the document.
· FABMATC – (Receiving Matching Process) - Matches invoice information to receiving information.
· FAIIREC – (Receiving/Matching Status Query Form) - Displays invoices for which your installation awaits the receipt of goods. This form also displays the related purchase order and packing slip documents for the specified invoice.
· FPIIREC – (Receiving/Matching Detail Query Form) - Displays detailed quantity and amount information for invoice commodity records which await the receipt of goods.
Accounts Payable, and Bank Reconciliation Training:
The training session began by reviewing the Bank Codes and Bank Currency within Banner. The client was then shown and encouraged to participate in the complete processing of invoices and credit memos. This included entering the different types of invoices, querying the invoices and deleting the invoices. Several types of reports and queries were discussed. This included vendor and invoice history in detail and summary. The reports and queries are available in several different formats. 

The training session continued with processing of payment of invoices. This included reviewing the batch check process and online check process. The queries and reports that were demonstrated included check registers and payment history. The process to cancel a check was also demonstrated. The session continued with the demonstration of the Bank Reconciliation process and showing how to process 1099’s. Also covered was Banner’s ability to do three way document matching. This process ensures that for every purchase order and invoice there is a receiving document that has been recorded. 
Review of Schedule and Timeline:

Over the past few training visits I had given suggestions as to timelines of when certain deliverables should be due. As I was working with different staff members during each visit I felt that it would be a good idea to bring everyone together and review the schedule and deliverables so that all teams within the Finance Department was on the same page. We spent Thursday afternoon reviewing the schedule and discussing deliverables and timelines. The schedule below was the one that was used. 
	09/15/08
	Finance BPA Consultant Planning
	FI

	10/06/08
	FI Finance Project Planning
	FI

	10/27/08
	FI Kickoff, Finance Overview and Navigation, First COA Training
	FI

	11/10/08
	Finance BPA - On-site
	FI

	11/17/08
	Finance BPA Deliverable Write-up
	FI

	11/24/08
	FI Progress Assessment - REMOTE
	FI

	12/01/08
	Finance BPA Delverable Write-up
	FI

	12/01/08
	FI Initial Tech Training
	FI

	12/08/08
	FI Second Chart of Accounts Training
	FI

	12/15/08
	FI Procuring Goods and Services
	FI

	01/05/09
	FI Accounts Payable, Vendor Payments, Bank Reconciliation
	FI

	01/19/09
	FI Research and Proposals
	FI

	01/26/09
	FI Advisory Week 2  - Conversion Planning for Vendor File (Tentative)
	FI

	02/02/09
	FI Research Billing
	FI

	02/16/09
	FI Consulting Visit 1 - Validation of Procedures, Rule and Table Support
	FI

	02/23/09
	FI Progress Assessment - REMOTE
	FI

	03/09/09
	FI Rules, Security, and Approvals
	FI

	03/16/09
	Conduct ODS functional training (Finance)
	FI

	03/23/09
	FI Purchasing Card Training
	FI

	04/13/09
	FI Finance Interfaces and Internal Vendor Load
	FI

	04/27/09
	FI Self Service Functional Training
	FI

	05/11/09
	FI Non Student Accounts Receivable - REMOTE
	FI

	05/18/09
	HR Advisory Consulting
	FI

	06/01/09
	FI Consulting Visit 2 -  Transition Strategy and Planning - Pre Go Live
	FI

	06/08/09
	FI Go-Live Center - REMOTE
	FI

	06/08/09
	FI Advisory Week 3 - Interfaces Follow-up
	FI

	06/15/09
	FI Advisory Week 4
	FI

	06/29/09
	FI Go-Live 
	FI


The following was discussed:
We advised IT Department that we need to have the TEST instance available so that Finance has the ability to build in and also for testing of transactions. The need to have separate ID sign-on accounts for each person will give us the ability to track which staff has been on the system for practice and which ones have not. 

The TEST instance should be free of all Seed Data this is to include Chart of Accounts, Vendors, and the following tables FTVCOMM, FTVPRCE, FTVBUYR, FTVVTYP, FTVFOBS, FTVSHIP, FTVEQUL, FTVPCLS, FTVCRSN, FTVRCMT, FTVRRSN, FTVTRAT, FTVTGRP and GXVBANK. This will ensure that the Finance Staff has a clean instance in order to build in. 

Timeline:

January 27th, 2009 – Chart of Accounts completed and ready for loading. The IT Department is not having data migration training until the second week of February. There was some discussion as to having the remote DBA load the COA into the TEST instance. If this was not possible then the timeline stays the same as this would give the IT Department something to work with during their training. 
February 28, 2009 – Purchasing and Accounts Payables tables to be built in TEST. This includes FTMCOMM - Commodity Maintenance, FTMVPRD Vendor Products Maintenance, FTMBUYR Buyer Code Maintenance, FTMVTYP Vendor Type Code Maintenance, FTMUOMS Unit of Measure Maintenance, FTMFOBS FOB Code Maintenance, FTMSHIP Ship to Address Maintenance, FTMEQUL Equivalency Maintenance, FOACLAU Clause Entry Maintenance, FTMPCLS Purchase Order Classification Maintenance, FTMCRSN Cancellation Reason Code Maintenance, FTMRCMT Receiving Method Maintenance, FTMRRSN Return Reason Maintenance, FTMFTRM Freight Terms Code Validation, FTMTRAT Tax Rate Code Maintenance and FTMTGRP Sales/Use Tax Group Maintenance.

March 1, 2009 – Vendor files will be reviewed and read to be loaded. There is still discussion as to how the vendors will be loaded. One way would be to have the IT Staff and or remote DBA load the file electronically. I am currently trying to get an excel file showing all of the proper fields for this. If the file is loaded electronically the vendors will be loaded end February or beginning of March. It will depend on the schedule and training that the IT Staff receives. The second way which is the way, which is the way that I recommend, is to load the vendors manually. The process of loading the vendors manually can start as soon as the TEST instance and the Staff’s id’s are set. It will give the staff the ability to review each vendor for correct data and will give the staff actual vendors to use as of the first day instead of end February or first of March. 
March 1, 2009 – Once COA and vendors are loaded the staff is to start practicing with transaction. This will accomplish two things, first it will give the staff practice in the new system and it will test the new COA and vendors so that they can be reviewed for correctness. During this time posting should be turned on in TEST but the Sleep/Wake function should be kept off. The staff knows how to post manually.

February 2009 – The client was advised to schedule the installation of Intel-Check and Form Fusion as soon as possible. This will give them time to design and then practice with accounts payable checks and other documents.
April 14, 2009 – The client will have Rules, Security and Approvals training in early March. It was advised that the development of security and the development of approvals should be done by two different teams. The reason for this is the shortness of time to have this completed. The roles security matrix should be completed and sent to the IT Staff by end of March. The rules, fund and organization security should be developed and ready to be entered. Entering the security will depend when the employee will be loaded into the TEST instance. 
March 16, 2009 – The staff is having training on ODS and should have a complete inventory of Finance reports that they are currently using. 
April 30, 2009 – Have defined all interfaces that will be required. This is to include temporary interfaces of payroll and student accounts receivable. 

June 1, 2009 – Goal is to have everything built and ready for testing. This will give three weeks for testing of Finance System. 
	Progress Report

	Decisions Made and/or Actions Taken


	Action Items and/or Assignments for SunGard Higher Education

	Date Assigned
	Description
	Owner 
	Critical Date for Completion
	Status

	10/28/200
	Provide sample COA
	Jon Langlois
	
	Open

	10/28/2008
	Provide COA Load sheets
	Jon Langlois
	
	Open

	10/28/2008
	Provide schedule of due dates
	Jon Langlois
	
	Open

	10/28/2008
	Provide sample Foundation COA
	Jon Langlois
	
	Open

	
	
	
	
	

	
	
	
	
	


Status: New, Open, Completed, Cancelled, Deferred

	Action Items and/or Assignments for Biola

	Date Assigned
	Description
	Owner 
	Critical Date for Completion
	Status

	10/28/2008
	Start development of each of the COA elements
	FHDA
	Open
	

	
	
	
	
	

	
	
	
	
	


Status: New, Open, Completed, Cancelled, Deferred

	Concerns / Decisions to be made

	Description
	Owner
	Target Date for Closure
	Action Plan
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