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Financial Management Meeting 
February 24, 2016 

Campus Rooftops 



Financial Management Meeting 

Agenda 
Welcome & Introductions 
 

Service Center FY16 Considerations       Sue Adams  15 mins 
 

Processing Non-Tax Reportable PIRs       Liv Goff   15 mins 
 

Preliminary Closing Schedule        Lea Erickson  10 mins 
 

Deferred Revenue         Amy Wilson  20 mins 
Check Handling 
 

Travel Reimbursement Reductions             Rusty Haines  10 mins 
          Stefanie Merucci 
 

Internal Third Party Payments        Fariba Kiani    5 mins 
 

Call for Pickup Form         Mark Domaszek    5 mins 
 

General Q&A 
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Financial Management Meeting 
February 24, 2016 

 
The University of Wisconsin Service Center will 

• Serve…the people of the University of Wisconsin System 
• Collaborate…by being supportive and constructive 

• Act with Integrity…always and in all matters 
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Fiscal Year End 2017 Preview 

• What’s New:  Source for the Budget Import file will be the 
new Compensation Administration Tool (CAT) 

 
• Budget Control Dates are a challenge 

– Funding ending 6/30/16 should not rollover, but need to be able to 
post as late as 7/22/16 

 
• Goal for FY 2017 Funding:  For payrolls crossing fiscal year, 

we hope to be able to use first day of pay period as effective 
date in June for H, S, V and C-Basis payrolls 
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Fiscal Year End 2017 Preview 

• Reminder:  Best practice is to enter funding no more than 
30-60 days in advance of effective date.  It’s too early to 
enter FY 2017. 

 
• Fiscal Year End WISDM Posting Reference Guide will again 

be published 
– Provides clarification of funding source by fiscal year and WISDM 

posting dates by fiscal year 
– Provides information on funding source for prepaid insurances for C-

Basis employees 

 
• Schedule of fiscal year end activities is being finalized, but 

should be similar to last year 
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Fiscal Year End 2017 Preview 

• Salary Cost Transfers: 
– Ensure current funding is in place to prevent need for salary cost 

transfers. 
– Please keep current with processing.  Volumes last year at fiscal 

year end were 20-25 times normal volumes which caused system 
overloads. 

– Second salary cost transfer processed on last summer’s S-Basis 
and V-Basis payments cannot be processed until after 6M payroll 
final calcs 

 

• Thank you - keep up the good work!! 

 
 

 



Processing Non-Tax 
Reportable PIRs 

Liv Goff 
Accounting Services 

Financial Management Meeting 
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Using Voucher Upload for Non-Tax Reportable PIRs 

• Piloted Spring of 2015  
– 6 departments 
– Over 1100 PIRs since April of 2015 
 

• Quickly create and upload PIRs into SFS 
 
• Used only for non-tax reported account codes or de minimus  

payments (don’t require vendor set-up) 

 

Financial Management Meeting 
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Using Voucher Upload for Non-Tax Reportable PIRs 
Pros: 
• Only one document containing multiple PIRs (Excel Spreadsheet 

containing macro) 
• One set of signature approvals on accompanying PIR form 
• Extremely fast Accounts Payable processing 

– No vendor set-up 
– Much faster audit/review process 
– Uploaded into SFS, not keyed 

 
Cons: 
• Voucher is not linked to image of PIR in WISDM 

– Documentation is still maintained in Accounts Payable, but link is not active 
• If spreadsheet format is modified, upload process will fail 

Financial Management Meeting 
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Using Voucher Upload for Non-Tax Reportable PIRs 

How it works: 
 

• Accounts Payable creates a reusable vendor number reserved for your unit 
 

• Department can track payments to this vendor number in WISDM 
 

• Accounts Payable provides Voucher Upload template to department (Excel 
spreadsheet with macro) 

 

• Department completes spreadsheet and submits to Accounts Payable with 
summary PIR form, for audit and upload 

 

• Original documents retained by Accounts Payable in ImageNow for audit 
purposes 

 

• Maximum number of PIRs per form is limited only by Excel 

 

Financial Management Meeting 
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Using Voucher Upload for Non tax reportable PIRs 

• Invoice Number (F) displays in the Invoice No. column in WISDM (30 Char Max) 
 

• Description (DA) displays in the DESCR column in WISDM (30 Char Max)  
 

• Payment Message (IR) - will appear on the check remittance (70 char Max) 
 

• Payment Handling Codes (IS): 
– CP:  Call for Pickup 
– RG: Regular Mail 
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Using Voucher Upload for Non-Tax Reportable PIRs 

• One PIR form with count and total dollars 
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Using Voucher Upload for Non-Tax Reportable PIRs 

Comment from Mary Curran VCRGE Accounting: 
 

“I REALLY like using this spreadsheet.  I've had a ton of PIRs the 
past 2 weeks, with another big batch coming Thursday/Friday 
and this has helped so much.  
 

My thanks to whoever came up with this -- making life a little 
better. 
 

Mary” 

 

Financial Management Meeting 
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Preliminary Closing Schedule 

Lea Erickson 
Accounting Services 

Financial Management Meeting 
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Preliminary Closing Schedule 
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Preliminary Closing Schedule (Page 2) 
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Preliminary Closing Schedule (Page 3) 
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Deferred Revenue 

Check Handling 

Amy Wilson 
Accounting Services 

Financial Management Meeting 
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Financial Management Meeting 

Deferred Revenue 
UW System Administration Policy 

(effective 4/2/2015) 
 

Processing Guidelines for Advance Fee Collections Future 
Year Receipts collected before July 1. 
 

• Cash must be deposited in current fiscal year (Within 5 business 
days of receipt) 

 

• All advanced fees must be recorded as Deferred Revenue in the 
general ledger by end of current fiscal year 

 

• No amounts can remain in a revenue account at the end of the 
current fiscal year 
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Financial Management Meeting 

Deferred Revenue 
What is Deferred Revenue? 

  

Advance payments or unearned revenue, recorded on the 
recipient's balance sheet as a liability, until the services have 
been rendered or products have been delivered. Deferred 
revenue is a liability because it refers to revenue that has not 
yet been earned, but represents products or services that are 
owed to the customer. As the product or service is delivered 
over time, it is recognized as revenue on the income 
statement. 
 
Source: "Deferred Revenue Definition | Investopedia." Investopedia. n.p., 25 Nov. 2003. Web. 13 Apr. 
2015. <http://www.investopedia.com/terms/d/deferredrevenue.asp>.  
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Financial Management Meeting 

Deferred Revenue 
Campus Examples 

A department is holding a conference in August 2016.  External conference 
attendees send payments for fees starting in June 2016.   

• Cash – Must be deposited in current FY, within 5 business days. 
• Revenue – Not earned until Conference occurs in  FY 2017.  Receipt is 

recorded as deferred revenue in FY 2016 
 

A department will be providing a service to an external customer in July 
2016.  The customer sends us a check for the services in May 2016.   

• Cash – Must be deposited in current FY, within 5 business days,  
• Revenue – Not earned until the service is provided in FY 2017.  Receipt is 

recorded as deferred revenue in FY 2016. 
 

A department will be providing services to another UW department in 
August 2016 and pre-bills for the services in June because there are GPR 
funds to be spent.  

• In general it is not appropriate to pre-bill when the customer is internal. 
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Financial Management Meeting 

Deferred Revenue 
Deferred Revenue Timeline 

Conference Example 
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6/30/2016 7/1/2016 4/1/2016 

Receipt of  Conference Fees 

• Cash Must be Deposited in Current FY 
• We have incurred a liability because 

activity has not occurred.  Deferred 
Revenue needs to be recorded 

Debit: Cash 
Credit: Deferred Revenue 

Conference Occurs 

• Liability  has been eliminated 
• Revenue needs to be recognized 
 

Debit: Deferred Revenue 
Credit: Revenue 
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Check Handling 
New Cash Management Procedures 

(effective 12/11/2015) 

Why 
• Improved internal controls and financial stewardship 
• Separation of duties from record keeping vs. actual processing of 

checks 
– Segregation of duties between the individual who logs checks 

and the individual who deposits checks 
– Segregation of duties between the individual who deposits 

checks and the individual who approves the revenue journal 
entry 

– Segregation of duties between the individual who approves 
and submits the revenue journal entry and the individual who 
reconciles the check log to the journal entry 
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Financial Management Meeting 

Check Handling 
New Cash Management Process 
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Mail 

•Mail is 
opened by 2 
A/P staff 
members and 
logged 

Check Log 

•Checks are 
logged into an 
Excel 
spreadsheet 
by A/P staff 
member (aka 
Check Log) 

Check Tape & 
Deposit 

•Tape total 
completed by 
Accountant 1 
•Checks 

deposited by 
Accountant 2 

Journal Entry 

•Journal entry 
is approved by 
Accountant 3 

Reconciliation 

•Reconcile 
revenue  
journal entries 
to Check Log 
by Accountant 
4 

Step-by-Step Process 
• All checks are routed to 21 North Park Street, Suite 5301 
• Accounts Payable has 2 individuals responsible for opening mail 

and logging checks into a Check Log  
• Checks are delivered to Cash Management for processing 

• Check Tape is prepared and compared to Check Log 
• Checks are electronically scanned for deposit 
•  Journal entry is prepared and approved 
• Reconciliation is completed between journal entry and Check Log 
 



Financial Management Meeting 

Other Cash Management Items 
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• Accounting Services Unidentified List  
http://www.bussvc.wisc.edu/howto/acct/claimunidenti
fieddeposits.html 
 

• Forms 
 Check Deposit Form -  Used for routing checks to 

Cash Management for deposit 
 Cash Deposit Form – Used for routing cash to 

Bursar’s Office 
  

 
 
 
 

http://www.bussvc.wisc.edu/howto/acct/claimunidentifieddeposits.html
http://www.bussvc.wisc.edu/howto/acct/claimunidentifieddeposits.html


Check Deposit Form 
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Cash Deposit Form 
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Travel Reimbursement Reductions 

 
Rusty Haines/Stefanie Merucci 

Accounting Services 

Financial Management Meeting 
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Bursar’s Office 
Third Party Billing 

 

Cathy Stamm 

thirdparty@bussvc.wisc.edu 

608-262-3612  

Financial Management Meeting 
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Call for Pickup Form 

Mark Domaszek 
Accounting Services 

Financial Management Meeting 
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Why a new form? 

• No standardized format for Call for Pickup 
Information 

• Payments can be missed and the check mailed 
in error 

• Our goal: eliminate the variability and make it 
clear to the processor the payment needs to 
be flagged as a call for pick up 

Financial Management Meeting 
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• Form available on 
website 

• Tested with a trial 
group and had good 
results 

• Clarification: Pickup 
Contact is who AP 
should call, not 
necessarily the 
courier sent to 
retrieve 

• A copy of the form 
should be attached 
to every unique 
payment request 

Financial Management Meeting 
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Financial Management Meeting 
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General Q&A 



Financial Management Meeting 

Thank you for attending. 
 

Future Financial Management Meetings 
Rooms 1106 & 1108, 21 N Park Street  

9:30 am - 11:30 am 
 

2016 
April 14 
June 16 

August 11  
October 13 

December 15 
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