Super User Meeting

Purchasing – September 23, 2003

11:00 – 12:00
· Items will be sent out later this afternoon encompassing year-end activities that will need to be performed by the Centers.  

· There are about 7 PRs that are in a negative budget situation so these will be sent out along with instructions to the Centers that need to done to make the corrections.  These corrections will need to be made ASAP.

· A list of POs that need to have the final invoiced checked will also be sent to the Centers and segregated by Center.  There are about 150 and are spread across most of the Centers.  

· A couple of weeks ago Jane sent out the FBL1N report that shows the phantom credits that were created since the Centers went live, and requested that an analysis be done to identify which of those if any needed to be de-committed.  Jane has received SR responses from KSC, JSC, MSFC and GRC.  GSFC and Wallops did not have any phantom credits, but the remaining Centers need to respond via a SR for the ones that need to be de-committed.  The PRs should be checked in SAP to determine if they have been carried to PO.  If they are still in a non-edited status and several months old or if they are August PRs that were expired funds then they need to be de-committed.  An SR should be submitted along with a spreadsheet that identifies the ones that need to be de-committed.  

· Jane sent a list of documents to the Center Coordinators that were out of sync between Pcard and SAP, and requested that these be corrected.  Jane felt this would be just a re-save.  Jane has not heard whether or not this has been accomplished or not.  

· Jane will send a request for Centers to identify a POC in the event the Bankcard contingency plan has to be invoked.  This person will be implementing the contingency so this person will need to be familiar with SAP because they will be manually creating bankcard POs.  This person should have created POs before.  Jane requested that this list be sent to her today.  
Current Status:

1. With the value based functionality the service tab is grayed out on the PR.  If trying to de-obligate a portion of PO and ultimately de-commit part of the PR then the close PR button on the item details will need to be clicked, which is located on the quantities/dates tab then this will de-commit that money.  This will be included in the user procedures as a work-around.  Clicking the close button only closed the line item.  There is no expectation that SAP will fix the service tab.  

2. There have been a number of instances in which a PR has been created (where the item category had previously defaulted to Z for supplies) and once the process was completed they realized the item category was wrong and changed the category, but they were not prompted to complete the services tab so there are some PRs that are not correct.  Those that were found have been corrected, and decided mitigation for this is to have the default for item category set to “D” instead of “Z” so that this situation is not encountered.  An SR is in to change the default from “Z” to “D” because the functionality exists there to prompt the user to fill out the services or limits tab, and this would be the trigger to figure out if it really was a “D” category.  A note will be added to the user procedures to this as well.  This will have to be sent to the CCB before the default can be changed.

3. Partial view of workflow window had been logged in several SRs.  The resolution for this is to upgrade SAPGUI, as well as IE.   If assistance is needed for this then it would be an ODIN trouble ticket and not a Competency Center trouble ticket.  

4. Vendor Account Groups.  Users are picking Kreds instead of Zpacs.  Jane reminded attendees that there is a job aid on the OLQR that deals with vendor account groups, and there are also user procedures that highlight the importance of picking the correct account group for the type of procurement that is being done.  Super users were urged to communicate to users that the use of job aids and user procedures when selecting a vendor and vendor type need to be used.  Tom Florio noted the users must be looking at the OLQR online and not the training manuals, which are out of date.  It was also noted that if POs are created with a particular vendor master selected and saved then the vendor master couldn’t be changed so if the wrong vendor master was selected then the transactions need to be reversed, deleted, and the PO re-created.  Once the doc type, vendor, and contract number are put in the PO and saved they cannot be changed.  This will be emphasized in the user procedures.  

5. Current limitations and uses for MR11  - De-obligations alternatives.  Jane noted that they had received a request to do a MR11 for a PO that had only a service entry sheet against it.  The request for an MR11 in this case was not appropriate.  The appropriate procedure would have been to reverse the service entry sheet, de-obligate the money, and re-enter the service entry sheet if needed.  The de-obligation alternatives are defined below:

a. If the amount to be de-obligated has not been costed or disbursed meaning the obligation is greater than the cost or disbursement then ME22N should be used to create a modification de-obligating the funds. 

b. If the amount to be de- obligated has been costed, but not disbursed (as the example above) then the goods received should be reversed and then ME22N should be used to do the do-obligation modifying the funds. 

c. If amount to be deobligated has been costed and invoice created (but payment has not been made), reverse the invoice first (this will need to be coordinated with Accounts Payable), then reverse the goods/service receipts, then use ME22N and create modification deobligating the funds.  Relates to comments under point 4 – pertains to actions that AP has or has not taken on the associated invoice(s). Note: Additional Accounts Payable comments are presented below.
d. If there is a supply PO for a quantity of 1, and has been received and invoiced against that quantity of one, but the invoice was for less than the obligation and the cost then the final invoice box can be checked which will release the remaining obligation.  (This alternative will be added to the user procedures)

e. If amount to be deobligated has been costed and invoice created and payment has been made, suggest waiting until the payment has been confirmed with Treasury, then start the reversal process with the confirmation & payment documents, reverse the invoice, and work backwards through the goods/service receipt documents, etc… (as noted above). Note: Additional Accounts Payable comments are presented below.
The Competency Center is not required for steps a-d above.  If reversals or normal modifications cannot be done given the steps above then MR11 may be the right thing to do.  MR11 is the last resort not the first, and the Centers can do most of the de-obligations.  Must look at the individual contract and situation to determine what must be done.  

6. There are SRs that are being worked in regards to payment budget exceeded messages that are being received.  Do not have a resolution for these at present.  

7. Basically complete with the August runs except for GSFC and HQ.  There is one cardholder left for HQ and GSFC was late due to problems with the bank.  This needs to be completed this week.  The banks for September closed as of midnight tonight.  These files should be received Thursday morning, which allows cardholders Thursday, Friday, Saturday, Sunday, and Monday to get to September 30th and for everything to be reconciled, approved and the extracts and interfaces run.  If these activities are not completed then the contingency plan is to manually create POs with all of the open order logs on that PO.  These would be done on the 30th, and once business opened back up on the 14th those POs would be reversed and reconciliation completed, and then the interface would run to create what is on the September bill.  Jane noted the POC for implementing this contingency plan should be identified for each Center.  This POC will be given temporary access to a specific role for the purpose of creating and reversing these POs in October, and then after this is complete the role will be removed from their profile.  

POs are being created this month to get the obligations in for the correct physical year.  Mike noted that they had POs that were expiring funds, and they knew they would not be able to reconcile this year so they were backed out.  Planning to go back in October to put 04’ money back in for some of them.  Currently there are orders with no money on them.  Jane stated that she did not know if this was the right thing to do.  These are services that will not be performed until 04’, but were ordered in 03’.  Jane noted that it should reflect in the fiscal year in which it was purchased, but there maybe on a case- by-case basis at each Center in which different calls have been made.  

The contingency plan information was sent out the CBLs last night.  ZMM_PR_analysis report can be used.  

8. Beginning in October funds will look differently.  Below are examples of funds that are being used in testing.  The last 5 characters are the same thing that has been previously used, which represent the year and whether or not it is direct or reimbursable.  The funds source has been replaced with an X1 or X2.  

a. SFCX22204D

b. SAEX22004R

c. OIGX12004D

9. Hope to finish testing within the next couple of days.  Various documents and pieces are being tested to ensure everything is working as expected.
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