Business Service Center

Implementation Checklist

Department Name:
_________________________________________________________________

PS Dept Name:

_________________________________________________________________

PayRep Group:

______________________
Location Code: 
______________________

Mtg Date w/Dept:
_________________________________________________________________

Customer Service Rep:
_________________________________________________________________

Transaction Specialist:
_________________________________________________________________

Effective Date:

_________________________________________________________________
Add Service 

Drop Service

FINANCIAL
· Confirm Department Head and any designee(s) Actuate accounting access to on-line statements at http://www.accounting.cornell.edu/Account_Security.cfm
· Assign BSC appropriate on-line Actuate Accounting and ADW, BRIO, Labor Distribution access – also at http://www.accounting.cornell.edu/Account_Security.cfm

· Have all bills changed to be sent to BSC directly

· Network Resources – contact Kathy Parker to receive monthly telephone reports

· Addressing & Mailing – contact Kathy Baylor 

· Courier Services (Red Runner) – contact Transportation Services

SIGNATURE AUTHORITY

· Query sig. auth. at http://www.payments.cornell.edu/Query_Signature_Authority2.cfm and determine what’s needed and/or needing change.

NOTE:  You may need to query by department, operating unit, org and/or account..

· BSC Director needs (at least) Level 20 – based on transaction levels of customer department.

· CSR needs (at least) Level 10 – based on transaction levels of customer department.

NOTE:  TS no transaction authority.

· If need, complete yellow (dept.) signature cards as “Add On.”

· Send for Operating Unit signature. 

· Track for completion at http://www.payments.cornell.edu/Query_Signature_Authority2.cfm
· Identify individuals within customer department who need signature authority removed. 

PURCHASING

· Complete APPS Access Request Form at http://workflow.dfa.cornell.edu/purchasing/APPSVMID.htm with the following access:   

Director/CSR/TS accesses needed:

· Inquiry

· Authorized Receiver

· Capital Asset Preparer

· Procurement Card – processor [TS]
· Procurement Card – View only [Director/CSR]
· Approver [Director/CSR]
NOTE:  inform Purchasing BSC will be assuming responsibility for department with an effective date.

· Print a user profile report in APPS – MDI, Dept Code, F2

· Highlight the individuals that need to have their access removed.  
NOTE:  Department users need to keep inquiry.  They may also want  procurement card inquiry.
· TS will need to clean-up new customer departmental Purchasing - checking open orders and capital assets

· Once new customer department has been cleaned up, contact Purchasing to have the new customer department put in DEL status and have them remove the following access from BSC staff:
· Authorized Receiver

· Capital Asset Preparer

· Update Eudora Nicknames (BSC_purch_contacts / hds)

PROCUREMENT CARD 

· Department members currently have PC’s?:    YES / NO

· If yes, forward training verification to BSC, tutorials saved as text in __________.

· Send an email to the Central Procurement Card Admin office and notify them UBSC will be assuming responsibility for this department’s procurement card transactions with an effective date.

· If no, cards wanted/needed?:  YES / NO

· For new cards:

· Individual completes Web training  (needs to put BSC/TS as PC Coordinator): http://www.univco.cornell.edu/purchasing/procurementcard/procurementcard/index.html
· BSC semi-complete application.  

· Obtain signatures.  (_______________) Only originals are accepted.

· Send form to Procurement Card Administrator as noted on application. 

· Check with department in 3 weeks (UBSCtickler) to be sure card(s) was received.  

· Update Eudora Nicknames:

· BSC_pcard_hds

· BSC_pcard_ctc

· BSC_pcard_hldrs

HUMAN RESOURCES – STAFF & ACADEMIC 

· Determine department’s AA unit rep at http://www.ohr.cornell.edu/diversity/equity/div832_aaurs.html 

· Update Eudora Nickname. (ASC_HR_customers) 

HUMAN RESOURCES – STUDENT 

· Complete Data Access Application for PEDL and Actuate access at https://cureports.dataserver.cornell.edu/helpinfo/security/access.shtml and submit to appropriate approval individual (____________).  A list of authorizers is available as page 3 of the form.

· Update Eudora Nickname. (BSC_Student HR) 

PAYROLL 

· Complete a “Cornell COLTS II Authorization Form” to add Director/CSR/TS.

http://workflow.dfa.cornell.edu/forms/payroll/paf-eform.htm 

· Contact Payroll @ 5-5194 to find out who current PayReps are.  Complete a “Cornell COLTS II Authorization Form” to remove them.
· Update Eudora Nickname (BSC_colts)
· Send an email to uco-payroll@cornell.edu to let them know BSC will be assuming responsibility for this department’s payroll transactions with an effective date.
ASSET MANAGEMENT

· Prepare memo to Cap Assets for Dept. Head signature to add BSC as contact.  

· Contact Division of Financial Affairs (DFA)/Capital Assets Department to get date of last inventory, so that the dept can be added at an appropriate time (month) in BSC dB for the BSC to complete next inventory.  

· Request copy of most recent inventory from DFA. 

· Update Eudora Nicknames.  (BSC_CapAsset_ctc)  

· Complete service package agreement (_______________)

· Prepare appropriate functional files  (_______________)

· Establish department’s folder on “____-Share” in Customer Dept. Folder.  (_______________)

· Update dB.

· Add  Department, complete all fields.  (___________)

· Add  Service Profile, complete all fields.  (____________)

· Add Personnel, complete all fields.  (______________)

· Revise appropriate EUDORA nicknames.

· BSC_clients_contacts.  (____________)

· BSC_clients_heads.  (______________)

