
 

 
Bridges Advisory #110 

May 12, 2006 
 
The University of Florida is committed to keeping you informed as we continue our 
transition to the new myUFL systems. For more information about the Bridges 
Advisories, or to read past issues, please visit www.bridges.ufl.edu/advisory. 
 

 
PLEASE READ THIS EMAIL (OR SHARE WITH THOSE WHO DO NOT HAVE A 

COMPUTER)  
EACH WEEK TO STAY INFORMED DURING THE TRANSITION. 

 
*  *  * 

 
AP Voucher Lookup.  On Monday, 5/8, Bridges implemented an enhancement to 
improve the AP Voucher Lookup response time by defaulting the entry status to 
“Postable.”  This enhancement will significantly reduce the time to pull back the 
voucher information and should eliminate “timing out” as an issue. 
 
ePAF – Terminating the Employee and Time Reporting.  Time Reporter Data is set to 
inactivate in concert with a termination.  However, this will not take place if there is 
future dated time remaining.  When entering a termination, please be aware of this 
situation.  If there is time yet to be acted on, enter this in the Comments box so that 
the Central Office may be aware and inactivate Time Reporter Data effective the first 
day following time activity ending.  

ePAF Security.  Human Resource Services in collaboration with Bridges has 
completed the campus-wide implementation of ePAF.  This streamlined approach to 
data-entry and associated business processes provides a more intuitive approach for 
data entry, resulting in fewer errors and a reduction in the time needed to complete 
HR transactions.  Now that ePAF has been in production for some time, we recognize 
the need to complete the security phase of the project composed of the following: 

• The old HR roles will soon be inactivated.  In the meantime, do not enter any 
data into Job Data directly - all HR transactions other than Position should be 
entered through ePAF. 

• The role of UF_EPAF Dept Admin has replaced the roles of UF_HR Manager/Dept 
Admin and UF_HR Dept Hiring.  All future requests should be for the new ePAF 
role.  Please reference the date that required training was attended in the 
comments area.  Please don’t request this role until training has been 
completed.   

• The role of UF_EPAF Level 1 Approver has replaced the role of UF_HR Level 1 
Approver.  All future requests should be for this new ePAF role.  Again, please 
reference the date that training was attended (not required for Level 1 
Approvers, but highly recommended).  
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• In certain cases, the row-level security may be desired for approval authority and 
related workflow email and worklist activity for certain departments, with viewing 
ability only for other departments.  In such situations, please go to the Access 
Request System > Requests > HRMS Setup.  Once you enter an employee’s ID or 
Name, click on the Departments tab.  The standard department access field is the 
top field, and the ePAF field for approval purposes is the next field (titled 
“Departments for Whom I Approve ePAF Actions”).  This field allows the 
opportunity to reduce approval involvement (as primary or back-up) from the 
first field.  

• Department Security Administrators (DSAs) should review security for employees 
in their unit to ensure that all security is as intended.  This review should include 
both roles assigned as well as row-level security, which involves Dept IDs to 
which the employee should have access. 

 
 
Year-End Closing for Purchasing and Disbursement Services for Fiscal Year 
05-06.  On behalf of Michael V. McKee, University Controller 
 
It is time to begin planning for fiscal year end June 30, 2006.  Departments are 
encouraged to begin reviewing all outstanding purchase orders (POs) and travel 
authorizations (TAs).  Remember, for all recurring charge POs to internal vendors, 
such as PPD, ACS, Postage or CNS, you will need to estimate your June bill so only 
the June estimated amount will be carried forward. Any PO not currently needed 
should be canceled.  This must be performed in the following manner: 
 
PO and/or PO lines not previously vouchered against - Complete a change order to 
cancel the PO and forward to Purchasing.  Instructions on completing change orders 
can be found at: http://www.purchasing.ufl.edu/peoplesoft.asp#Change%20Orders.  
The change order form can be found at: http://fa.ufl.edu/forms/pdf/fa-pds-pocr.pdf
  
PO that has been vouchered against - Finalize the PO on the last voucher.  Navigate 
to: Accounts Payable -> Review -> Interfaces -> Purchase Order Inquiry.  Key in 
your Purchasing Business Unit and select the PO.  This will list all vouchers  
applied against the PO. Note the latest voucher number.   Retrieve this voucher in 
Accounts Payable and finalize the PO by clicking on the "Finalize" icon in the top right 
corner.  You will need to budget check by clicking the budget check icon to release 
the funds.  Note:  A PO that has had the entire amount vouchered for payment (open 
amount of $0.00) and has not been finalized will need to be finalized to close the PO.   
 
New Outstanding Encumbrance Report.  A new outstanding encumbrance report 
for open POs and TAs will be available in Enterprise Reporting on May 8th, 2006 and 
can be found by navigating to the following: 
 
• Enterprise Reporting -> Access Reporting -> Monthly Financial Reports -> Open 

Encumbrance Report   
 
Departments will be required to run this report and perform the following tasks for 
all outstanding POs and TAs: 
 
Purchase Orders 
Appropriated Funds (101, 102, 103, 111, 112, 113, 191, 221 & 222). 
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The following processes should be followed: 
1. POs no longer needed - Cancel or finalize per the above instructions. 
2. All amount only blanket POs not issued to a UF internal vendor must be canceled 

or finalized. 
3. Any PO's that are not canceled by Purchasing or finalized by the department will 

be carried forward. 
 
The following FY06 encumbrances are authorized to be carried forward: 
• Established POs to outside vendors for the purchase of goods, but not amount 

only blanket POs 
• An estimated amount to allow for the payment of June services for service POs 
 
A process called PO Rollover will be initiated by Purchasing and Disbursement 
Services to roll remaining POs to FY07.   The PO number will not change from the 
existing FY06 number.  FY06 PO distribution lines will be canceled and a new  
distribution line will be generated for the same amount and classified as FY07 CYFWD 
(101-113) or CRRNT (191, 221-222).  
 
The FY06 budget balance equal to the total of POs not canceled or finalized will be 
moved to the FY07 budget (CYFWD or CRRNT as applicable) if adequate budget 
exists.  
 
Cash Based and the 201/209 Funds.   
The cumulative budget feature of these funds will allow for POs to remain open 
across fiscal years.  Although all POs funded by cash and budget based funds will 
remain open, departments should use this opportunity to clean up any POs no longer 
needed.  Cancel or finalize POs per the instructions above. 
 
Deadlines: 
June 9th 

Last day to submit change order to Purchasing to cancel a FY06 purchase order 
 
June 16th

Last day for departments to finalize a purchase order that has been vouchered 
against  
 
Travel 
Travel Authorizations.  Cancel all TAs not needed in the Travel and Expense Module 
by Friday, June 23rd.  The Open Encumbrance Report can be used to identify all 
open TAs on your budgetary cost centers.  Purchasing and Disbursement Services 
will re-establish the TAs (TA number in FY07 will remain the same as the existing 
FY06 number) based on the following criteria:  
 
Funds (101-113) 
Travel start date < = 6/30/2006 - The FY06 budget balance equal to the total of TAs 
not canceled or deleted meeting this criteria will be moved forward to FY07 CYFWD 
budget reference. 
  
Travel start date > 6/30/2006 - The budget reference will be changed to FY07 
CRRNT  
 
All Other Funds.   
For all remaining TAs, the budget reference will be changed  
to FY07 CRRNT  
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Purchasing and Disbursement Services Year-End Information and Schedule 
 
REQUISITIONS 
 
Orders above $50,000 that require competitive bidding should be submitted by May 
10th to ensure that FY06 funds are encumbered.  A sealed bid/solicitation requires at 
least 30-45 days to specify, advertise, open, evaluate, award and post, before a 
purchase order can be issued. 
 
All requisitions for FY06 must be input into the University's accounting system by 
Friday, June 9th to ensure POs are encumbered against FY06 funds. For FY06 
requisitions after this date, contact Purchasing to coordinate any requests to  
encumber funds.  
 
After 6/09/06, the ePro module will be set to default to FY07 dates.  Departments 
may begin to input FY07 requisitions but these will need to be "Saved for Later".  
Departments will be notified when FY07 budget is available and FY07 requisitions  
may then be submitted. If a requisition is submitted instead of saved for later, it will 
be deleted.  
 
PURCHASING CARD 
 
Because of timing issues with vendors submitting purchasing card transactions to 
their bank, there is no way to determine the exact date a transaction will be sent to 
UF by our bank and loaded into the PCard module.  The last day to approve PCard 
transactions on FY06 funds will be Tuesday, 6/27/06.  You may continue to use your 
UF purchasing card and approve charges through the end of the fiscal year, with the  
following restriction in mind: 
• All transactions received or approved after 6/27/06, charges will be applied 

against FY07 funds. 
 
DEADLINES.   
The following deadlines have been established to assist you in the year-end process:   
 
Friday, June 9th 
Final day to input a requisition into the Purchasing module against FY06 funds. 
 
Deadline for submitting ALL Change Orders on outstanding encumbrances. 
 
Friday, June 16th 
Deadline for departments to finalize POs that have been vouchered against for FY06. 
 
Friday, June 23rd 
Revenue Refund requests should be input to ensure posting against FY06 funds. 
 
Last day to input a voucher (regular, E2E, E2R) to ensure payment from FY06 funds. 
No input will be allowed in the Accounts Payable module after 6/23.  
 
Cash Expense Refunds should be remitted to the Cashier, S-113 Criser Hall.  E&G 
refunds against current year expenditures will be lost by the department if not input 
by fiscal year end. 
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Last day to input and approve a travel authorization or a travel expense report to 
ensure encumbrance/payment from FY06 funds. No input will be allowed in the 
Travel and Expense module after 6/23.  
 
All travel advances for FY06 must be settled. 
 
Monday, June 26th 
Last day to upload vouchers thru the interface process into AP (Internal Vendors, 
Library, etc.) 
 
Tuesday, June 27th 
Last day to approve PCard transactions to ensure encumbrance/payment against 
FY06 funds. 
 
All supporting documentation MUST be received by the appropriate approval office to 
ensure vouchers input by the June 23rd deadline are approved and paid before year 
end. A failure to meet this deadline may cause input vouchers to be deleted. 
 
Friday, June 30th 
All vouchers input must be cleared of matching exceptions and budget errors.  
Purchasing and Disbursement Services will be working these errors and contacting 
departments for assistance. 
 
Monday, July 10th 
Accounts Payable and Travel modules will be opened for FY07 processing. These 
modules need to be closed until FY07 budgets are established and FY06 POs and TAs 
are closed.  This fiscal year-end schedule and information for Purchasing and 
Disbursement Services can also be found at the following  
website: http://fa.ufl.edu/apps/uas/yes/default.asp
 
If you have any questions concerning these procedures and cutoff dates, you can 
contact us at: mailto:purchasing@ufl.edu or mailto:disbursements@ufl.edu or by 
calling: 
 
Purchasing   Lisa Deal  2-1331   
Accounts Payable  Randy Staples 2-1241   
Cash Expense Refunds David Segura 2-9057 
Travel    Brett Wallen 2-1245 
 
Instruction Guide.  Instruction guides are available on the Bridges Web site at: 
(http://www.erp.ufl.edu/training/instruction-guides.html) 
 
A new guide, explaining how to Prepare for Fiscal Yearend for Leave Issues is 
available at XX. 
 
Additionally, please see Time and Labor > Approving Time and Leave > Creating 
Static Groups  

 
*  *  * 

 
• For frequent updates about the project, subscribe to the UF Bridges pagelet on 

the myUFL portal <http://my.ufl.edu>.  For a quick tutorial on how to use 
myUFL, please sign on to the portal and click on Help > How to Use myUFL. 
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• For more information about myUFL systems, visit the Bridges Web site 
<http://www.bridges.ufl.edu>. 

 
• For help or support in using the new systems, including the portal, contact the UF 

Help Desk at 392-HELP or helpdesk@ufl.edu. 
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