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ust Released: Decision Support4.0

ent release of Decision Support 4.0 marked the
most significant changes madeto the DaFI Sreporting sys-
tem since it went live in July 1997. The most significant
part of this release was the addition of the Object Group-
ing System. Using one of the four queries designed for
the Object Grouping System, you can ignore the Object
Consolidations from Transaction Processing, and group
objectsin away that is significant to your organization.

In addition to the Object Grouping System, this release
included more new queriesthan any previousrel ease (those
marked with an * use the Object Grouping System):

+ DaFIS User Responsibility (214)

+ Document Approval Workload (211)

+ Feeder System Transaction Detail (212)

+ Annual Summary by Object Group (210)*

+ Object Group Object Summary (213)*

+ Summary of Object Group Balances (216)*

+ Transaction Listing by Object Group (215)*

There were also significant changes to existing reports.
For full details on the new Object Grouping System, the
new queries, and all included changes, log into Decision
Support and click the “What's New” link on the main

page. “O

Note: See page 3 for the dates and locations of a forum
covering the features in Decision Support 4.0
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Why Shouldntl Share My Password?

By John Gregg, Director of Controls & Accountability

How would you feel about being interviewed by the Po-
lice or Internal Audit asasuspectinacrime? If you hap-
pen to share your password with someone who embezzles
funds, you will be considered a suspect because your name
isassociated with thosetransactions. Y ou are sharing your
identity when you share your password. Your UCD Login
ID and password are like your signature and are the only
way the computer has to identify you. Even though you
can clear yourself, you will know that you created the
opportunity for the other person to commit thecrime. Y ou
may also face disciplinary action for violating policy.

Y ou were given aunique UCD Log-in I D/password and a
specific role in DaFIS (e.g., Document Initiator, Account
Manager, Detail Listing Reviewer) to ensure that no one
person has compl ete control over atransaction. This sepa-
ration of duties takes away the opportunity from someone
motivated to steal. Think of what could happen if adis-
honest person had Account Manager privilege.

Fraud is not the only risk caused by sharing passwords.
Thelikelihood of errorsand omissionsalso increaseswhen
you share your password with untrained persons. While
every good manager will closely supervise and train new
employees, having new employees use their own UCD
Login ID makes it easier to identify the transactions they
create. Errors and omissions reduce the accuracy, and
hence the value, of the information recorded. DaFIS is
the officia record of the University and is the basis for
financial management and reporting. If the people inter-
ested in the way we use our money perceive that our fi-
nancial reports are not accurate, we can lose the funding
(e.g., research funds, State appropriations, bonds, gifts,
etc.) and the prestige UC Davis has enjoyed.

Reasons given for sharing passwords have included: “ Our
Account Manager is going on vacation (or is out sick)”,
“It takes too long to get a DaFIS account for a new em-
ployee”, and “1 use temporary or student employees and
can't get them accounts.” While we are all looking for
ways to ease the burden of our daily workload, sharing
passwordsis not an aternative as it puts both you and the
University at risk.

continued onpage 4



CATNBns

by Peggy Younglove, CAT Chair

The Customer Advisory Team
(CAT) recently surveyed 450 UCD
and UCDMC Account Managersre-
garding service unit billing, ordering
and related workload issues. Were-
ceived 179 responses -- a 40% re-
sponse rate!

Overall, respondents conveyed dis-
satisfaction with current billing pro-
cedures. In addition, comments re-
vealed that essential responsibilities
were neglected asaresult of thetime
consuming process. The following
summarizestheresults of the survey:

+ Anaverage of 5.09 hours/month
is spent, per business unit, col-
lecting service unit billing reports.
An additional 3.80 hoursare spent
moving chargesto the correct full
accounting unit (FAU). Thisisan
average of 8.89 hours/month spent
identifying and moving service
unit charges.

+ 85% would prefer one web lo-
cationinwhichto order or receive
service unit charge information.

+ 86% would like the option of
having all service unit chargesre-
ported by organization or FAU.

+ 96% said it isimportant to have
a system that gives them options
for ordering and receiving charges
inamore accommodating fashion.

Additional findings included:

+ Lack of verification of customer
identity or account. Conse-
quently, incorrect, and expired
billing ID’s are being charged.

Query ofthe Quarter—

By Debbie Andrews, DaFIS Trainer

In order to get the full benefit from DaFIS, you should learn to use the queriesin
Decision Support (DS) to aid with creating documentsin Transaction Processing
(TP). You should run TP and DS at the same time, giving you the ability to look
up information in DS, then use it in a TP document.

One of the best queriesfor TP Usersisthe Commodity L ookup (43). Thisreport
isthe equivalent of the Commodity search in TP, yet it has the additional benefit
of printable results.

Let’'s say you were asked to purchase a printer. Go to query 43, and type in the
word “printer” in the Commodity Namefield. Y ou do not have to worry whether
it isin upper or lower case. DS automatically converts to upper case, and sur-
rounds the word with wild cards. The system will search for all commodities
which include the word “PRINTER”. In 3-4 seconds you end up with alist of 48
commodities — including both supplies and equipment. To narrow your search
further, use the word “printer” again, but change the Equipment Indicator field
to “Equipment” —there are now 17 results. Y ou can use other indicators to nar-
row your search to the type of document you are using —just asyou would in TP.

The big advantage of using Decision Support is that you can print the resulting
report. You can then show the list to the item’s recipient, and/or your technical
person, and have them determine which description best fits the item(s) to be
purchased. Y ou can aso keep it handy for future reference — as your own custom
“cheat sheet”. (For more on using Decision Support to find commodity codes, read the
online version of this article on our web site, http://accounting.ucdavis.edu/DaFIS.
Click the Help button, then the DaFIS Notes link.)
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+ Many service units only accept
billing ID’s. Charges that need to
be shared among multiple ac-
counts must be moved by depart-
ments.

The CAT agreesthereisaclear need
for a change in the current proce-
dures. Examples of changes the
committeewould liketo seeinclude:

+ Ability to usethe FAU, multiple
FAU’s, and/or ID numbers when
placing an order with a service
unit.

+ Ability to access departmental
charges, by Organization or FAU,
at asingle site with the ability to
choosethe degree of detail given.

+ Execution of apolicy or proce-
dure that will insure only autho-
rized individuals are able to re-
quest services.

+ Implementation of a policy or
procedure that will insure only
authorized accounts are used.

+ An enhancement that would al-
low customer departmentsto view
service unit billingsin avariety of
queries that may also be down-
loaded into spreadsheets.

+ Additional training sessions or
forums reaffirming accountability
and liability for departmental and
university resources.

+ Strengthen account expiration
logic to eliminate possible recur-
ring charges being assessed to a
closed account.

Implementation of changes such as
these would help to enhance our
present system, provide an avenue
for increased productivity, insure se-
curity, and save valuable time and
money. A solution should be devel-
oped that will provide flexibility
while recognizing the diverse needs
of our business units.



Coming Soon:
Fiscal Close Forums

General Accounting and Planning &

Fromthe Helpdesk...

Anna Sammelson, DaFIS Helpdesk

1 Commnd - =100 x] Budget will be presenting 4 forums to
syl O BkoRal : provide campus staff with information
Seneric an pavijan Y Rect|ves | A souen on various aspects of the fiscal close
E:‘;; N i::: ﬂ _ ?:::E;;i Fll_ g }:: ﬂ UW:E':J"E I::' j E . process. If you are new to the process,
Dis - i — or just want to brush up on your skills,
Sy I 3 plan to attend one of these exciting
sessions. Learn about year-end accrual

One of the most common of callswe
receive is from users asking for as-
sistance in locating an appropriate
commodity code. At thistime, there
are approximately 50,000 commod-
ity codes in the system. In most
cases, it ismore expedient to locate
a small list of commodity codes to
choose from, rather than trying to
search under a specific description.
Without knowing the exact descrip-
tion, you may be eliminating the one
code you really need.

When searching for a commodity
code, the first thing you should do
is change the appropriate indicator
to Yes for the type of document you
are working on:

DPO — Open Vendor purchase: set
DOVtoYes

DPO — Published Materials pur-
chase: set DU3to Yes

Purchase Requisition: set Reqto Yes
Vendor Invoice: set VI Ind to Yes

That way, your search results will
include only those commodity codes
usable on your document. Note: If
you are not working on a Purchase
Requisition document, be sure to
change the Req indicator to All.

Next, make use of any other indica-
tors that would further narrow your
search. For example, if you are pre-
paring a D-OV for a software pur-

chase, you should continue by sel ect-
ing Computer under Commodity
Group and Software under Sub
Group. Click the search button and
your resultswill include alist of two
software commodity codes that are
usable on a D-OV type of DPO .

What if you are purchasing office
suppliesand you just want to use one
generic commodity code for every-
thing? In this case, set the Generic
indicator to Yes, the Commaodity
Group to Office and the Sub Group
to Miscellaneous. Click onthesearch
button and your results will give you
alist of nine possible choices.

Asyou can seg, it ishot necessary to
use the Description field when per-
forming a commodity code search.
Along with missing commodities
through too specific a description,
you can end up with an unnecessar-
ily long list. For example, if you are
looking for a commaodity for books,
and you do your search using only
the description .*BOOK.* you will
come up with 57 codes- thefirst 30+
having nothing to do with actual
books! Use the group/subgroup for
Publications, and you narrow the list
considerably.

In most cases, it is better to avoid us-
ing the Description field unless you
know the exact wording. If you do
need a description, use it along with
the appropriate indicators to make
your search as effective as possible.

vouchers, making changes
in your ORG hierarchy, lien problems,
and many other interesting topics.

Monday, April 24 10:00-11:30am

Thursday, April 27 2:30-4:00pm

Friday, April 28 10:00-11:30am
Friday, May 5 10:00-11:30am

All sessionswill be held in the
Cabernet Room at the Silo.

Comeone, comealll Learmnto use the features of Decision Support4.0
We will be holding 2 sessions of aforum that will cover the new queries, and the Object
Grouping System. So, come and bring your questions!

Tuesday, April 12 10-11:30

Monday, April 17 10-11:30

Both sessions will be held in the East Conference Rm at the M U.
Enroll online at http://accounting.ucdavis.edu/DaFlS . Send questions to dafistraining@ucdavis.edu

http://accounting.ucdavis.edu/DaF1 S
Can't remember how to use the
foldersin DaFIS? Want to know
how to adjust your Netscape settings
so your report fits on the page?
Check out the DaFIS Guides,
available on our site in PDF format.

The guides include step-by-step
instructions for many of the most
common tasks in DaFIS Transaction
Processing and Decision Support.
There are currently 26 Guides to
assist you with everything from
creating an account, to using the
recently released Mass Change
documents.

To access the DaFI S Guides, from
our home page, click the Help
button. The Help page has a direct
link to the Guides. The Guides can
also be accessed from the Training
Documents page.

Have alook. You might find just

what you need. If not, send your

suggestions to:
dafistraining@ucdavis.edu




Training Talk

by Debbie Andrews, DaFIS Trainer

We often receive inquiries from staff who would like to
repeat one, or more, of the DaFIS classes. They cometo
us when they find they are unable to enroll for a repeat
session. While it is true that the enrollment system limits
re-enrollment, there are ways that you can repeat a class.

Most enrolleesin DaFI S Classes are new to campus and/
or new to using the Financial Information System.
Because the demand for training new usersis still high,
we have to give them first priority in enrollment. That is
why we are unable to fully open enrollment for most
classes. However, our enrollment system stops checking
for repeat enrollment within three days of a given class.
At that time, anyone can enroll for arefresher. In
addition, any spaces that open within 19 hours of a class
are not filled from the waiting list, and are then up for
grabs. Many users have benefited from watching the
enrollment system and getting the class they wanted.

Because so much information is covered during a three
to four hour course, we encourage you to repeat classes
whenever possible. Take the skills you initially learned
back to your desk, apply them to your daily workload,
use the system and get more comfortable with it. You
will come back to the class with a different perspective,
less intimidated by the computer system, and able to ask
guestions that are pertinent to your daily tasks. For those
who took DaFIS training early on, repeating a courseis a
good opportunity to catch up on changes and improve-
ments to the system.

In addition to the three day re-enrollment period on most
classes, the following classes are now open for repeat
enrollment at any time: Account Manager 101; Account
Manager 102; Accountability & Business Rules; and
DaFIS Approvers.

Accountability, continued from page 1

(For solutionsto these, and other associated problems, read
the online version of this article on our web site, http://
accounting.ucdavis.edw/DaFlS/. Click the Help button,
then the DaFIS Notes link.)

Facilities Services is an example of an organization that
has taken workstation security seriously. They have is-
sued aninternal policy that includes. “Each person access-
ing a computer system must be provided a computer ac-
count username and password. It is the responsibility of
each person to secure and protect their password. You
must never provide/divulge/share your password to/with
anyone (including your supervisor or computer support
personnel).” Their Computer Resource Manager has also
instructed their computer support group to immediately
lock/disable any network account for aperson who hasvio-
lated any of their policies. Thelocked account will not be
re-enabled until a meeting between the employee, the
employee's supervisor, and the Computer Resource Man-
ager has been arranged to discuss system security.

No one needs to know your password — including your
network administrator. Thetechnical support peopleinyour
unit have the access they need to perform their duties. In
summary, there is absolutely no legitimate reason to share
passwords. Sharing passwords severely weakens the secu-
rity of DaFIS. Make sure that all DaFIS Users have their
own UCD Login ID and password. If you have questions
or concerns about password sharing you can call meat (530)
752-3255, or email me at jwgregg@ucdavis.edu. B

NeedHelp?
These resoutrces are available to
help you with DaFIS.

Help Desk - for problems or
questions regarding Transaction
Processing and Decision Support.
Contact at (530) 754-6780, or
dafishelp@ucdavis.edu

DaFIS Training - for questions
about our training program, send
an e-mail to:
dafistraining@ucdavis.edu

Commodity Code Hotline - for
assistance, or to add a commodity
code, call (530) 757-8805 or send
an e-mail to eghelp@ucdavis.edu

Vendor Hotline - for assistance,
or to add a vendor, call (530) 757-
8995 or go online at http://
www-matmgr.ucdavis.edu/
dafis/purchfrm.html




