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Department/Project ID Inactivation Process and Form
Overview
This form facilitates the process of inactivating a Department or Project ID in the Financials System.

Prior to inactivating a Department or Project ID in the PantherSoft Financials System, it will be necessary to validate there are no pending activities or assets for the dept/project requested. 
See Appendix A for instructions.  The Controller’s office will conduct a final review upon submission of the inactivation form; however you also have the ability to conduct this review independently beforehand.   

Process Pre-requisites
· The Department or Project ID for Payroll purposes needs to be updated if there are any employees defaulted to charge the department or project to be inactivated. The following query will display if there have been any payroll related charges as well as their dates for the department/Project, FIU_GL_PAY_HISTORY. Please contact Payroll at 305-348-2191 to assign the new department/project ID to charge.
· Employee Default Charge department for Travel/Pro-Card needs to be updated. – If an employee is set to charge the department to be inactivated for travel/pro-card, please contact Controllers Operations/IT Systems at 305-348-7553 to assign the new department ID to charge.  The following query will give the employees which are using the department as their default department: FIU_EXP_DEFAULT_ACCTG.
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DATE:
	Closing Department/Project Information:

	Department/Project ID:

	

	Requester Name:  
	Requester Phone #

	
	

	Department/Project Manager Information:

	Dept./Project Manager Name:
	Manager Phone #

	
	

	Panther ID
	Email Address:

	
	

	Signature (If Faxed):

	

	Reason for Inactivation:

	

	Asset Information:
	
	

	Please Choose One of the Following Options:

	Transfer Assets to the following Dept/Project:

(For this option, the Dept/Project transferred from and to must have the same manager)   

	Transfer Assets to Multiple Dept/Projects or Dept/Project of another Manager     
(An individual from Property Management will contact you to proceed)                            FORMCHECKBOX 



	The Manager for the Dept/Project must submit the following form via email to GLMAINT@FIU.EDU or sign and fax to 305-348-1909 in order to authorize the request. To determine the current Manager, please run the following queries in PantherSoft Financials: For Projects: FIU_GL_PROJ_MANAGER. For Department IDs: FIU_GL_DEPT_MANAGER
Upon receipt of the request, the Controller's Office will conduct the following review of the dept/project to ensure that there are no pending transactions within the Financials System. See appendix A to view the instructions on conducting this review.
You will be contacted if any of the above items require your input or attention prior to closing the dept/project. You will also be notified via email (above) upon inactivation.  For additional information or status, contact the Controller's Office at (305)-348-7553.


FOR CONTROLLERS USE ONLY
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Appendix A – Reviewing a Department or Project’s Activity Prior to Inactivation

Process Pre-requisites
· It is a requirement that the individual conducting the review below has access to the PantherSoft Financials system.    For more information about gaining access to PantherSoft Financials, go to the following  URL: http://panthersoft.fiu.edu
· The individual reviewing must also know how to run a query in Financials. For more information, please read the PantherSoft Financials Reporting training manual chapter on running a query. The manual is located at the following 

URL: http://panthersoft.fiu.edu/train_guides.htm
Inactivation Requirements

1) Transfer Department/Project Fixed Assets – Contact the Property Office for more information related to the specific assets for the department/project.  Property Control can be contacted at 305-348-2167.  A query, FIU_AM_DEPARTMENT_ASSET_INFO, will allow you to view the same information within the Financials System. 
2) Review Pending Pre-encumbrances (Requisitions) and Encumbrances (POs, TAR’s) – Use one of the following methods to review open Pre-encumbrances and Encumbrances.
a. Commitment Control Budget Overview:
i. Navigation:   Commitment Control> Review Budget Activities> Budget Inquiry> Budget  Overview>

ii. Verify that the Pre-encumbrance and Encumbrance balances are 0.
b. Run the Following Query:

i. FIU_ALL_OPENENC_PRE – This query displays open Pre-encumbrance (Requisitions) and Encumbrance items (TAR’s, Pos) by Department or Project.
ii. For Travel Encumbrance Questions, contact the Travel department at 305-348-2131.

iii. For Purchasing Pre-Encumbrance and Encumbrances (Requisitions and Purchase Order) questions, contact the Purchasing Department at 305-348-2161.
3) Review AP Vouchers Not Posted and/or Not Paid. 
a. Run query FIU_AP_OUTSTANDING_VCHRS to insure that all pending vouchers are either paid or moved to another active ID number.  
b. If you have any questions contact Accounts Payable Department at 305-348-2131.

4) Review Journals Not Posted.
a. Run query FIU_JRNLS_NOT_POSTED – to determine any Journals that may require some action in order to get them posted to the correct Department or Project ID.  
b. If you have any questions contact General Accounting at (305) – 348 – 2131.

5) Review General Ledger.
a. Navigation:   General Ledger> General Reports> Trial Balance>
i. If you have not already done so, click on “Add a New Value” in order to create a new Run Control and name it “TRIAL_BAL”, and add it to My Favorites list.
ii. Run the Trial Balance to the “ACTUALS” Ledger, Period 12, Adjustment Period 998, current Fiscal Year, click “Refresh” button and enter the Department or Project in both the Value and Chartfield TO Value, and click the “Select – Descr – Subtotal” check boxes.  You also have the option to Sequence the Department/Project ID as your first 2 fields on the report.  Click the “Run” button, choose Server Name: “PSUNX”, insure that “Trial Balance Report” is selected and Click the “OK” button.  Save this setup, to insure that is available in the future.  Click the “Process Monitor” hyperlink.  When the report indicates “Success” and “Posted”, click the “Details” hyperlink, then the “View Log/Trace” hyperlink, then the hyperlink ending in “PDF” to see the results.   Results should be “0” or blank.
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