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 Opening Remarks 

 SFS Updates 

• EE1 Stabilization Updates 

 Real Estate Update 

• Questions and Answers 

 Fiscal Year End  

• Schedule and Resources 

• Pre-FYE Clean Up Checklist 

• Agency Actions and Transaction Scenarios 

• Questions and Answers 

 SFS Reminders 

• Training 

• Support 

 

Agenda 

2/18/2016 
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 SFS Director, Peggy Sherman 

Opening Remarks 

2/18/2016 
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SFS EE1 Project Director, Ed Bouryng 

EE1 Stabilization Updates 

2/18/2016 
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EE1 Stabilization Status 

2/18/2016 

 Stabilization in general 

• Defects trending downward and severity of impacts trending 

downward 

• Incidents remain heavy, but manageable  

• Advances in SFS features 
 EE1 procurement tools supporting Month-end/Year-end/Lapsing 

 Significant updates from Oracle (software vendor) – “Winter Update” 

 Quantity Based Contracts 

• Resources – focus on procurement stabilization and fiscal year-end 

• Ongoing Change Management 
 Stabilization Period (through FYE) focus: Conducting business 

 Post-Stabilization: Taking best advantage of EE1 changes in SFS  

 Fast Track, One-on-One, Ongoing communications and outreach 

 Defect reporting – provided to agencies on SFS Secure, with 

descriptions, ways to avoid the defect, and actions to take (e.g., 

workarounds) 
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 Stabilization by area 

 Real Estate automated payments 

 Procurement status update 

• Contract amendments 

• Auto-sourcing and Purchase Orders 

• Canceling documents 

 Quantity-based contract improvements 

 FYE Impacts 

EE1 Stabilization Status 

2/18/2016 
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Project Officer, John Corbett (OSC) 

OSC Fiscal Year End 

Guidance 

2/18/2016 
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SFS Stakeholder Services,       

Katelyn Klein and Pam Korotsky 

Fiscal Year End Update 

2/18/2016 
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 An FYE Full Dress Rehearsal (FDR) began this past week and will run 

through March 

• As with cutover, the FDR will help SFS define / finalize the FYE blackout window 

• Current estimate is to be operational for agency processing by Monday, April 11  

 Results of FDR will be posted to SFSSecure 

• These results can be used by agencies to take action 

 Example: Use the FDR data file of “Closed POs” to go into Production and bring POs 

down to zero prior to FYE 

 SFS will make the post-FDR environment available for agency use 

after the FYE FDR completes 

• Agencies should test transacting against rolled documents 

• This will help identify/resolve issues before the actual FYE event 

• Understand how the DOB financial plan will be implemented for the new fiscal 

year  

• This environment will have SFS Production data from February 4 

 

 

 

FYE Schedule 

2/18/2016 
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 Extracts will not be changing as a result of FYE; however, there are 

changes in the way we handle transactions in our FYE processing. 

 SFS will host a meeting on Wednesday, February 24 to discuss more 

details about Bulkload FYE Impacts. 

 Agenda topics include: 

• Overview of changes to FYE processes 

• Procurement related changes, specifically PO and Contracts 

• Review sample extracts as they relate to changes to SFS processes 

 PO change order versus force closing PO 

 Changes to the PO Roll and the Charge tail on the BTX extract 

• Transacting on PO’s after PO Roll 

• PSP/Financial Plan FYE process and potential errors that may need to be 

addressed 

 

 

Bulkload Impacts 

2/18/2016 
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 In-person attendance is encouraged. 

• SFS, State Office Campus, Building 5, Conference Room G08 

• Please register in SLMS using the code SFS-BLK-FYE2016 prior to February 22 to 

attend this meeting in-person to ensure access to Building 5 the day of the meeting. 

Participants who do not register through SLMS will not be permitted into the 

building. 

 Visit the following links for details on this meeting: 

•  SFSSecure Meetings and Events Calendar 

Bulkload Impacts 

2/18/2016 

https://www.sfs.ny.gov/index.php/component/jevents/month.calendar/2016/02/16/-?Itemid=1
https://www.sfs.ny.gov/index.php/component/jevents/month.calendar/2016/02/16/-?Itemid=1
https://www.sfs.ny.gov/index.php/component/jevents/month.calendar/2016/02/16/-?Itemid=1
https://www.sfs.ny.gov/index.php/component/jevents/month.calendar/2016/02/16/-?Itemid=1
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FYE Resources 

2/18/2016 

OSC and BSC have issued guidance on transaction and processing due 

dates.  

 

OSC Resources 
 The OSC Operations Calendar for State Agencies  

shows all deadlines related to FYE 

• http://www.osc.state.ny.us/operations/calendar16/2016_jan.htm 

 The following chapter is from OSC’s Guide to Financial Operations regarding 

OSC guidance and additional details on FYE: 

• End of Year (GFO Chapter XIX) 

• https://www.osc.state.ny.us/agencies/guide/MyWebHelp/ 

 

BSC Resources 
 Guidance, Timelines, Deadlines and FAQs related to FYE 2015-16 

 BSC Hosted Agencies: Agencies hosted by the BSC should be aware of BSC 

deadlines; the BSC may require earlier completion of certain activities. 

• https://bsc.ogs.ny.gov/content/fiscal-year-end-2015-16 

 

http://www.osc.state.ny.us/operations/calendar16/2016_jan.htm
http://www.osc.state.ny.us/operations/calendar16/2016_jan.htm
https://www.osc.state.ny.us/agencies/guide/MyWebHelp/
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https://bsc.ogs.ny.gov/content/fiscal-year-end-2015-16
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 An SFS Agency Pre-Fiscal Year End (FYE) Clean Up Checklist was 

published on Friday, February 5 to SFSSecure’s 2015–16 Fiscal Year 

End (FYE) / Lapsing Web page (SFSSecure > Spotlight > 2015–16 

Fiscal Year End (FYE) / Lapsing).  

 

 

 

 

 

 

 

 The checklist identifies actions that agencies can start immediately to 

prepare for successful FYE processing.  

Pre-FYE Clean Up Activities 

2/18/2016 

https://www.sfs.ny.gov/index.php/spotlight/financial-cycle-calendar-events/2015-16-fiscal-year-end-fye-lapsing
https://www.sfs.ny.gov/index.php/spotlight/financial-cycle-calendar-events/2015-16-fiscal-year-end-fye-lapsing
https://www.sfs.ny.gov/index.php/spotlight/financial-cycle-calendar-events/2015-16-fiscal-year-end-fye-lapsing
https://www.sfs.ny.gov/index.php/spotlight/financial-cycle-calendar-events/2015-16-fiscal-year-end-fye-lapsing
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1. PSP spending over planned amounts 
a. Re-budget check 

b. Re-plan 

2. Contract in a “Req Update Failed” status 
a. Update Contract distribution line 

b. Update Contract budget exception 

3. Non-PO receipts 
a. Create PO receipt from Non-PO receipt 

b. Cancel a Non-PO receipt 

4. Associate standalone Vouchers to Contract 
a. Enter an Adjustment Voucher Credit Memo 

b. Enter a Regular Voucher from a Purchase Order 

c. Contact OSC BSE to request voucher processing 

Using the FYE Checklist 

2/18/2016 
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1. PSP Spending Over Planned Amounts  

 Run the PSP Voucher Report (NYKK4002) to identify any POs with spending 

in the current fiscal year (15-16) in excess of planned amounts.  

• Report Navigation: Main Menu> Commitment Control > Budget 

Reports > PSP Voucher Report  

• SFS Secure Reports User Guide - KK   

 For those POs, determine whether the PO has PSP projections in the next 

fiscal year (16-17).  

 Agencies may need to re-budget check or re-plan these POs prior to the 

close of the fiscal year to self-correct the projection (PSP re-budget check) 

or revise the projection (re-plan) to better align with actual spending and 

relieve planned spending impact on the next fiscal year.   

 

 

 

FYE Agency Actions 

2/18/2016 

https://www.sfs.ny.gov/index.php/commitment-control-reports
https://www.sfs.ny.gov/index.php/commitment-control-reports
https://www.sfs.ny.gov/index.php/commitment-control-reports
https://www.sfs.ny.gov/index.php/commitment-control-reports
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1a. PSP Re-Budget Check 

 To run PSP Re-Budget check for POs, search and select the desired PO or 

group of POs on the PSP Adjustment page. 

 Check the Budget Check checkbox. 

 Click the Run button. 

• This will make the PO eligible for the next PSP Budget Check which runs on a 2 hour batch 

process. 

• Batch process schedule can be viewed on SFSSecure’s Guides, Manuals, and Processing 

Resources page. 

Resources 

 SFS SPT: Payment Sched. Projection 205 – Viewing PSP Budget Exceptions 

 SFS Job Aids: JAA-PSP205-005 Viewing PSP Budget Exceptions 

FYE Agency Actions - Example 

2/18/2016 

https://www.sfs.ny.gov/index.php/reference-and-resources/guides-manuals-and-processing-resources
https://www.sfs.ny.gov/index.php/reference-and-resources/guides-manuals-and-processing-resources
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PSP Re-Budget Check 

FYE Agency Actions - Example 

2/18/2016 
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1b. PSP Re-Plan 

 Your agency has a PO for $100.00 with a PSP method A_1-4_E (Non-Cap 4 

Period Even) as it was originally planned to have even spending divided over 4 

periods. 

 It is now the 4th quarter and you have $40.00 remaining on the PO. You decided 

to Re-Plan the PSP method to S_PO30 (Source PO Date + 30 Days) to ensure 

spending is complete prior to fiscal year end. 

 

Resources 

 SFS SPT: Payment Sched. Projection 205 – Using the Re-Plan Adjustment 

Action 

 SFS Job Aids: JAA-PSP205-001 Using the Re-Plan Adjustment Action 

FYE Agency Actions - Example 

2/18/2016 
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PSP Re-Plan 

FYE Agency Actions - Example 

2/18/2016 
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PSP Re-Plan 

FYE Agency Actions - Example 

2/18/2016 
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2. Update Contracts in a “Req Update Failed” status 
 Contracts in a ‘Req Update Failed’ status are primarily for one of two reasons: 

1. The Chart of Account values provided on the contract distribution line are not valid 

and need to be updated 

2. A budget exception needs to be resolved 

 The requisition then needs to be reprocessed 

 

Resources 

 SFS SPT: Procurement Contract 210 – Correcting a Contract in “Req Update Failed” 

status 

 SFS Job Aids: JAA-CN210-020 Correcting a Contract in “Req Update Failed” status 

 

 

 

FYE Agency Actions 

2/18/2016 
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 Search contracts in a DRAFT version 

status from the Add/Update contracts 

page. 

 

 

FYE Agency Actions - Example 

2/18/2016 

 Search contracts in a “Req Update 

Failed” status from the contracts 

amendments page. 

 

 

Update contracts in a “Req Update Failed” status 

 



For use with New York State agency staff 

and SFS users. Contents subject to change. 24 || 

Update contracts in a “Req Update Failed” status 

 

 

FYE Agency Actions - Example 

2/18/2016 



For use with New York State agency staff 

and SFS users. Contents subject to change. 25 || 

 

 

 

FYE Agency Actions - Example 

2/18/2016 

Update contracts in a “Req Update Failed” status 
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2a. Update contract distribution line 

 Edit the contract PO distribution line chartfields so they have valid budget 

information and the correct value  for the Budget year in the Bud Ref field as 

shown.  

 

 

 

FYE Agency Actions - Example 

2/18/2016 
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2b. Update contract budget exceptions 

 

 

 

FYE Agency Actions - Example 

2/18/2016 
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Update contracts in a “Req Update Failed” status 

 

 

FYE Agency Actions - Example 

2/18/2016 
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3. Non-PO Receipts 
 Non-inventory PO receipts adjusted to vouchered quantities or amounts will be re-

established as non-PO receipts if the PO is closed.  

 To pay for the goods and services received agencies should create a new PO receipt 

using the information on the non-PO receipt, this includes using the same Receipt Date.  

• SFS recommends that agencies note the non-PO receipt number within a comment 

on the new receipt for future reference. 

 Agencies should then cancel the non-PO receipt. 

FYE Agency Actions 

2/18/2016 
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3a. Creating a PO receipt referencing a Non-PO receipt 
 SFS closed your PO as part of FYE processing. You already received the goods and 

created a PO receipt for the vouchered amount but you have not made your payment.  

 SFS has cancelled your PO receipt as part of FYE processing and created a Non-PO 

receipt. 

 Using the “Cancelled/Adjusted Receipts” data file posted to SFSSecure, you identified the 

newly created Non-PO receipt.  

 To pay for the goods/services you received you should create a new PO-receipt and 

reference the Non-PO receipt. 

 

Resources – COMING SOON 

 SFS SPT: Receiving 205 – Create a PO receipt from a Non-PO receipt 

 SFS Job Aids: Create a PO receipt from a Non-PO Receipt 

FYE Agency Actions - Example 

2/18/2016 
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Creating a PO receipt from a Non-PO receipt 
 The new PO receipt should be created with the original Receipt date. 

 Use the Add Header Comments field to reference the Non-PO receipt number. 

FYE Agency Actions - Example 

2/18/2016 
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3b. Cancelling a Non-PO receipt 
 Now that you have created the new PO receipt, you must cancel this Non-PO receipt.  

 

Resources – COMING SOON 

 SFS SPT: Receiving 205 – Cancelling a Non-PO Receipt 

 SFS Job Aids: Cancelling a Non-PO Receipt 

FYE Agency Actions - Example 

2/18/2016 
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Cancelling a Non-PO receipt 

 

FYE Agency Actions - Example 

2/18/2016 
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4. Associate Standalone Vouchers to Contract 
 Critical payments were made at your agency using a standalone voucher that was not 

associated to a contract. 

 This voucher should now be associated to the contract. 

 An Adjustment Voucher Credit Memo is needed to back out/reverse the original voucher. 

 Enter a regular voucher with the same information as the original and associate this to the 

PO. 

 Contact OSC BSE to request voucher processing. 

 

 

 Note: If your agency is a customer of the BSC and you need to associate a previously 

issued voucher to a contract, please send your request to APinquiries@ogs.ny.gov. 

FYE Agency Actions 

2/18/2016 

mailto:APinquiries@ogs.ny.gov
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4a. Entering an Adjustment Voucher Credit Memo 
 Enter online or bulkload an adjustment voucher credit memo to back out or reverse the 

original voucher. 

 The related voucher is the original voucher ID that establishes the link to the original 

voucher. 

 

Resources  

 SFS SPT: Accounts Payable 205 – Entering an Adjustment Voucher Credit Memo 

 SFS Job Aids: JAA-AP205-002 - Entering an Adjustment Voucher Credit Memo 

  

FYE Agency Actions - Example 

2/18/2016 
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Entering an Adjustment Voucher Credit Memo 

FYE Agency Actions - Example 

2/18/2016 
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Entering an Adjustment Voucher Credit Memo 

 A Credit Memo is an adjustment voucher with a negative balance. Credit 

memos are used to adjust previously paid vouchers to a supplier. 

 Credit memos are applied to future payments to the same supplier and 

same location. The future payment is reduced by the amount of the 

credit memo. 

FYE Agency Actions - Example 

2/18/2016 
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4b. Entering a Regular Voucher from a Purchase Order 
 Enter online or bulkload a regular voucher with the same information as the original 

voucher (e.g., voucher amount, vendor) and associate it to the correct PO (repayment of 

voucher). 

 

Resources  

 SFS SPT: Accounts Payable 205 – Entering a Regular Voucher from a Purchase Order 

 SFS Job Aids: JAA-AP205-003 – Entering a Regular Voucher from a Purchase Order 

 

FYE Agency Actions - Example 

2/18/2016 
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Entering a Regular Voucher from a Purchase Order 
 The Copy From Source Document section allows you to associate a purchase order (PO) 

or a PO and a receipt to the voucher. 

FYE Agency Actions - Example 

2/18/2016 
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4c. Contact OSC BSE to request voucher processing 

  Requesting that OSC BSE process the vouchers on the same day will 

minimize the impact to the supplier. 

 The regular voucher and adjustment voucher will net to $0. 

FYE Agency Actions - Example 

2/18/2016 
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 SFS is hosting a WebEx meeting on Wednesday, March 2 to 

discuss online agency FYE impacts and actions. 

 Agenda topics include: 

• FDR results 

• Agency Actions 

• Draft SFS schedule for closing transactions 

 A formal communication including WebEx details will be 

distributed prior to the meeting. 

• Once distributed, this information will also be available on the SFSSecure 

Meetings and Events Calendar 

 

 

 

 

Online Agency FYE Meeting 

2/18/2016 

https://www.sfs.ny.gov/index.php/component/jevents/month.calendar/2016/02/16/-?Itemid=1
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SFS Stakeholder Services,  

Alex DeFrancesco 

 

SFS Reminders 

2/18/2016 
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 As part of the Winter Update, SFS has implemented security and workflow 

changes to allow a single user account the ability to transact under their home 

Business Unit (BU) and MSC01. 

 

 REMINDER: The following tasks must be completed by Agencies who transact 

against the MSC01 Business Unit, prior to February 29 to enable single sign on 

for all of your MSC01 users in Production:  

 
• Compare users’ account access in your home Business Unit and MSC01. 

• Move the non-MSC01 User ID to the new permission list, which will grant the dual business 

unit access. 

• Add/remove roles as necessary to accommodate workflow and inquiry access accordingly. 

• Remove the old msc_ accounts so the users now function fully under a single login.   

• Have users test the new access to ensure it meets reporting and workflow needs. 

Administrator Meeting - Reminders 

2/18/2016 
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 As part of EE1 Stabilization, all User Groups have been on hold, 

however efforts are underway to refresh the User Group approach. 

 
• User Group focus is anticipated to shift to promoting community best 

practice sharing, enterprise business process consistency while developing 

a culture of collaboration between SFS and agencies.  
 

 

 Look for communications in the coming weeks for more information on 

User Group Status. 

SFS User Groups 

2/18/2016 
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Updates to self-paced trainings on 2/24 will include new topics focused on 

the actions agencies need to take, in preparation for, and as part of, Fiscal 

Year End.  

 

Updates to self-paced training will include information related to: 

 

 FYE Processing Overview 

 Resubmitting denied and cancelled travel documents  

 Viewing and resolving budget exceptions 

 Creating a PO Receipt from a Non-PO Receipt 

 Canceling a Non-PO Receipt 

 

 

 

 

 

 

 
 
 

 

 

 

 

 

 

Upcoming Training Updates – As of 2/24 

2/18/2016 

Additional information regarding Fiscal Year End self-paced training topics will 

be highlighted on the Fiscal Year End page on SFSSecure. 
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 Commonly reported production issues that SFS users can resolve 

themselves 

 

 

 

 

 

 

 

 
 

 SFS Defect Resolution Summary 
• Includes high impact process-related defects, each defect's resolution 

status, the anticipated resolution date, and, if the defect is not resolved, 

steps the agency can take until the defect is resolved. 

Production Transaction Status and 
Notes on SFSSecure 

2/18/2016 
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Questions and Answers 

|| 2/18/2016 

Submit your questions via the WebEx Chat 

 

If you have any questions after the checkpoint call, please send them to the SFS Help Desk and 

include your question topic in the subject line of the email. 

 

SFS Help Desk: HelpDesk@sfs.ny.gov; (518) 457-7737; (877) 737-4185 toll-free  

mailto:HelpDesk@sfs.ny.gov

