September 20, 2011 Reminders

Agency Buyers

ENCOMPASS>ENCOMPASS Documents>Internal Controls>FSPRD_Securitymmddyy

ePro Security Tab

This spreadsheet is updated and posted every Monday.  If someone has the SOI_ePro_Buyer role   and you want his/her access removed, then submit a GMIS issue via:


1) IOT Customer Service @ 317-234-HELP
2) The Helpdesk Assistant (Icon on your desktop)
3) GMIS web-based submission page:
https://financial.gmis.in.gov/psc/guest/EMPLOYEE/ERP/c/SOI_CUSTOM_APPS.SOI_GMIS_ISSUE.GBL
4) The GMIS Report Issue menu link if you are already logged into PeopleSoft.
Financial Disclosure Statements
Questions that arise due to the email trigger from the Inspector General’s office will be forwarded to the respective agency’s head procurement agent this year.  

Please feel free to review and/or refer employees to the Inspector General’s FDS training module for additional information.  You may access the module by visiting their website via the following address: http://www.in.gov/ig/2333.htm and selecting “The Complete Guide to Financial Disclosure Statements” link towards the bottom of the webpage. 

The filing is to cover the reporting period of calendar year 2011.  All disclosures must be filed no later than February 1, 2012.  This is an important deadline because the Ethics Commission may impose a fine of $10.00 for each day that the statement is late in arriving to the Office of Inspector General. 
We recommend that everyone who receives the notification file the financial disclosure statement for 2011.  
eProcurement Approvals
As we are sure you are aware, all agencies are now required to have a procurement agent approval separate from a fiscal approver.  

Delegation of ePro approval to others is intended to be for only short periods of time, such as for vacation or other temporary accesses.  SOI_Ag_Proc_Agent_WF should only be delegated to others with Delegation of Authority (Buyers).   If an approval role is to be permanently reassigned, this request should be submitted through a Help Desk issue to remove access for one and assign to another, similar to the other financial modules.
To reassign approval you can navigate to My System Profile: (GO THERE)
	Alternate User

	If you will be temporarily unavailable, you can select an alternate user to receive your routings. 
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Alternate User ID: 
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From Date: 

(example:12/31/2000) 
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To Date: 

(example:12/31/2000) 




The Approving a Requisition manual and the Approving a Requisition Training are available on our website at http://www.in.gov/idoa/2342.htm
Encumbrance Management 
Month end clean up workshops are back!  September 29, October 27, November 17 and December 15 will get you through the end of the calendar year.  Please stay ahead of the game.
ENCOMPASS policy for Contract Amendments and Renewals

This policy applies to all contracts.  Watch for more information to come concerning pending purchase orders and year end roll over.
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