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INTEROFFICE MEMORANDUM MEMORANDUM INTERIEUR

To! Directors/Chiefs of Mission Support, ‘ pare: 26 July 2017
Peacekeeping and Special Political Missions
Chiefs of Administration

Executive Officers
REFERENCE;

FR%"; Frances Kamikamica, Officer-in- Chalge
Accounts Division, OPPBA

SUBIECT: [Jpcoming Umoja Blackout and Role Freezing relating to the Gallileo
OBIJET: " . . .
Decommissioning Project (GDP).

1. Further to the announcement on iSeek about upcoming Umoja black out periods and
Galileo items conversion to the Umoja, this memorandum provides instructions to be
followed during the deployment of Umoja Extension 2 (UE2) functionality as part of the
Galileo Decommissioning Project (GDP) scheduled for go-live on 5 September 2017, This
memorandum should be used in conjunction with the Galileo Closing Instructions and
Deadlines, prepared by DFS-LSD dated 14 July 2017.

2. As we approach the production cutover of data for the conversion from the Galileo
System to Umoja relating to the Peacekeeping Missions (PKMs) and Special Political
Missions (SPMs), I draw your attention to the importance of adhering to the instructions
provided here as these will be crucial during the production cutover period. The
responsibility for the financial reporting is the function of the Chief Finance and Budget
Officer (CFBO) and ultimately the Director or Chief of Mission Support.

3. To facilitate this complicated migration of data from the existing Galileo System, a
number of key critical processes (for Peacekeeping and Special Political Missions) will be
taken offline, otherwise known as a “role freeze” period. The Role Freeze periods will
enable the transfer of a consistent set of data from Galileo to Umoja. There will also be two
total blackout periods during the production cutover, where all Umoja users, organization-
wide, will not be able to access Umoja.

4. During the Role Freeze 1 period effective immediately until 4 September 2017, certain
users from Peacekeeping and Special Political Missions (PK/SPMs) will be blocked from
performing specific transactions. Further details on these affected processes have been
shared by DFS-LSD with GDP Focal points in various field missions and offices (please
also refer to the table below for more details).

5. During the fotal blackout periods, all Umoja users (globally) will be locked out of
Umoja. All users should plan accordingly to ensure that key Umoja processes are anticipated




and any payments due to be disbursed during this period are paid before the blackout
periods. Missions must review their normal month-end payment process, especially for
Vendors and Individual Contractors (ICs), as these groups could be impacted by the
scheduled dates of the total blackout periods.

6. Relevant dates, entities and processes affected for role-freeze and blackout are as follows:

CET) — Sunday 20th August
(23:59 CET)

Dates Affected Entities Processes blocked
Role freeze 1 All Peacekeeping and | Missions should not post Goods
21st July (00:00 CET) —4th | Special Political Receipt transactions during this
September (23:59 CET). Missions (PK/SPMs), | period. All Goods Receipt activity
including DFS staff will be suspended in Umoja. The
receiving goods in targeted transactions are: MIGO
Umoja on behalf of {Physical Goods Receipt) and
missions VLO6I/VL32N (Virtual Goods
Receipt). Service Entry Sheets are
not affected from 21 July — 18
August. All relevant roles in Umoja
will be temporarily de-provisioned
during the blackout period, and will
be re-provisioned on 5 September
: . 2017.
Total Blackout 1 All Umoja users Global Umoja blackout for all
Satarday 19th August (00:00 | (global) modules (including Finance, HR,

Travel) except Payroll.

Role freeze 2

Saturday 19th August (00:00
CET) — Monday 4th ‘
September (23:59 CET)

All Peacekeeping and
Special Political
Missions (PK/SPMs),
including HQ staff
serving these missions

Blackout for all Source to Acquire
transactions, including creating,
approving and updating Shopping
Carts, Purchase Orders, Contracts,
RFx documents, and Service Entry
Sheets .

Total Blackout 2

Thursday 31st August (00:00
CET) — Monday 4th
September (23:59 CET)

All Umoja users
(global)

Global Umoja blackout for all
modules (including Finance, HR,
Travel) except Payroll.

7. During these periods, users are requested to follow the directions included in this
document to guide them in managing their operations without undue interruption and delays,
All transactions are required to be performed in Umoja, since this is the system of record. It
is imperative that during the Role Freeze periods, only unavoidable and emergency
transactions should be processed using blackout procedures, and that such transactions are
subsequently properly entered and cleared in Umoja as part of the ramp-up process.




Peacekeeping and Political Mission Role Freezes

8. Role Treeze affects all Peacekeeping Missions and Special Political Missions
(PKs/SPMs) as well as DFS staff receiving goods in Umoja on behalf of missions, and
including HQ staff serving these missions.

9. During Role Freeze 1, goods receipts and invoices cannot be entered against any
Purchase Order (PO) line items that contain materials; payments against the affected POs
cannot be made following standard Umoja processes from GR/IR accounts.

10. During Role Freeze 2, all shopping carts, POs and SESs cannot be created and
consequenily payments related to these items following standard Umoja processes.

11. Missions should aim to avoid payments related to POs affected by the Role Freeze. In
extraordinary cases where an urgent payment must be made against a PO for which no
goods receipt (GR) or Service Entry Sheet (SES) creation is possible, or against a PO that
could not be created in the Umoja system, missions may exceptionally use the Umoja
functionality, upon approval by their DMS/CMS, to create a down payment without
reference to a specific commitment document,

12. For such payments, please refer to Umoia job aid “Down payments - fiom creation to
clearing”, specifically section D - “Down_payments without commitment documents”, for
clear guidance on using this option. Special GL Indicator “K* must be used for these down
payments. The related job aid can be found under the Financial Accounting Section of the
Umoja job aids at https://umoja.un.org/content/job-aids.

13. It is important to ensure that immediately after the creation of the down payment using t-
code F-47, and the release of the subsequent vendor payment, the corresponding clearance
of the amount recorded to GL 19102010 must be transferred to GL 35101510 using t-code
- F-54. This ensures that the down payment is available in the vendor account for offset
against any future payments. Please refer to section D2 — “F-54 Clearing down payments”
in the aforementioned job aid.

14, All missions must maintain a table listing (refer to Appendix A) of all payments made
following the aforementioned down payments process. During ramp up, care and attention -
must be taken to ensure that any down payments made are cleared once all goods receipts,
service entry sheets and invoices are created. As such, please follow the instructions in the
down payment job aid to ensure that the down payment is offset against the vendor invoice.
Care needs to be taken to ensure that duplicate payments are not generated.

All Umoja Users — Total Blackout periods 1 & 2

15. Due to the compressed nature of the total blackout periods, the second coinciding with a
- UN holiday, the use of finance-related blackout forms is not authorized during the two
scheduled total blackout periods. Since no payments will be possible during these periods,
all Umoja users must, therefore, ensure they plan accordingly and ant:c:pate payments
where necessary,




16. Travel must also be planned and approved in advance of the blackout periods. In case of
an emergency or a medical evacuation, users will be required to contact their local travel
unit who will have been provided with necessary instructions,

17. For all other PK and SPM DFS-LSD non-payment related processes (i.e. receipts and
issuance of materials), blackout forms are available for mission use and have been
distributed by DFS-LSD. All blackout transactions related to the use of these forms are to be
recorded in Umoja in accordance with DFS-LSD guidance. Local GDP coordinators can
provide the link to the Cosmos site where other blackout forms are available.

Other relevant information related to Galileo decommissioning for PKX and SPM
18. Following are processes relevant to data cleansing for Galileo decommissioning:

(a) Purchase orders with undelivered materials will be closed and re-created with a new PO
number, Therefore, any existing down payments made against pre-conversion POs (which
include materials) need to be cleared. These down payments will subsequently need to be
offset against invoices received for the replacement POs. The missions should refer to the
job aid under financial accounting called “Down payments - from creation to clearing” for
guidance in this process. Umoja-Financial Accounting Focal Points will be reaching out to
missions that have down payments on open POs which will be converted.

(b} Parked documents - All missions need to ensure that parked documents (doc type RE)
related to POs are posted no later than 27 July 2017, All parked RE documents related to
POs being converted will be deleted centrally if not posted before this date and will need to
be re-created after conversion activities are completed.

19. All finance and budget focal points should ensure they have read and understood the FI
conversion strategy documents for assets and inventory which has been distributed to all
CFBOs. In Umoja, the converted data will post to the GL accounts ranging from 17000000
to 17999999, for all Inventory balances, and to the GL accounts ranging from 27000000 to
27999999 for Asset balances (excluding those items already recorded as Real Estate,
~ Infrastructure or Intangible Assets).

20. The conversion balances will be offset largely by the amounts which have been
maintained in the manual GL accounts in Umoja (which have been used to record all past
Galileo amounts) for Financial Statement recording. Accounts Division personnel will be
respon81ble for the clearance and resolution of any conversion dlfferences with the support
of mission finance staff.

21. Should you have any questions regarding the contents of these instructions, including
the accompanying Appendix, please address your questions to Ms. Muriel White
(whitel@un.org) of the Accounts Division and Ms. Chris Vickery (vickery@un.org) of the
Umoja Financial Accounting Team, with a copy to Ms. Rita Gunyarati-Lubis (gunaryati-

lubis@un.org) and Mr. Sejong Lee (lee6@un.org) of the Accounts Division,

22. I count on your cooperation and thank you for your full support.




Ce: Ms. Beagle
Ms. Bartsiotas
Mr. Guazo
Mr, Ramanathan
Ms. Costa
Mr. Dovgopoly
Mr, O'Mullane
Ms. Kapilashrami
Mr. Martin
Mr. Huisman
Ms. van den Berg
Mr, Perrone
Ms. Das
Mr. Lee
Ms. Gunyarati-Lubis
Chief Finance and Budget Officers in PK and SP Missions
Chief Financial Officers in OAHs and RCs



Appendix A

Date Umoja PO Good Receipt/ | Amount Vendor Number | Down payment | For Ramp up:
Number ? SES number ' (KZ) FI Clearing
(blackout form) Doc number document

% . Where an Umoja PO exists note the Umoja PO number, where the PO has not yet been able to be created reference the key document number from the manual

black out PO form.
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FACSIMILE
Date: 14 July 2017 Reference: UNHQ-LSD-Fax-1-2017-11079.
TO: See Distribution List ' FROM: AnneMatie van den Berg
Director

Logistics Suppmt Division, Department
of Field Suppoit.

ATIN:

INFO: Mr. Jacques Collignon, Chief Supply
Chain Management, Logistics Support : + ¥
Division, DFS ' /1 -‘7?

Mz, Houston Fer gusson Chief, Special
Suppott Service, Logistics Support
Division, DES

M, Anthoiy O'mullane, Director,
Information and Communication
Technology Division, DFS

FAX NO: ) FAX NO:
TELNO: TELNO:

SUBJECT: Galileo Closing Instructions and Deadlines

Total number of tr—ansmitted pages including this page: 6

1. The purpose of this-facsimile is to provide information and Galileo closing instructions to
field missions in preparation for deployment of Umoja Exteiision 2 (UE2) (also kirown as thé
Galileo Decommissioning Project) on 5 September 2017.

2. The transition of Galileo to Umoja will require a sequenced closing of Galileo’s .
functionalities from 15 to 31 July 2017. The last date of any transactions in Galileo will be 31 July.

3. “The key dates, activities and detailed description for the draw down of activity in Galileo are
as follows:

Deadline (all | Activity Deseription

dates as of

23:59 CET)

15 July 2017 | Last day to request new | Codification fequests of any new material masters
material masters should be completed, including any backlogged
cases. Any codification activity beiween 15 —31




21 July 2017

31 July 2017

— ]

Vouchers

M;;
Last day to complete all

open vouchers and warl
orders

S
Last day to complete all

intermission transfess

I
Last day for the Umoaja

Goods Reteipts interface
with Galileo

I
Last day to complete all

pending Ré&l

I
Last day to complete all

pending write-off cases

Last day for Transfey Afer this daté antl any warehouse to warehauseé

| July 2017. Such NEP items will not be migrated to

July should use ex'is'tiﬂg material masters that have
beei provided by Umoja/GDP Team.

moverients will need io be tracked using black-out
forms.

All open 'V(_)uchers, including issue vouchers, work
orders, projects, ete, shoutd be completed.

11 inter-mission shipments must be praperly
recorded in Galileo by the releasing missions to
ensure that the goods are captured and migeated to
the property fecords of the yeceiving missions in
Umoja. -

]

After 21 July, the interface between Galilea and
Umoja will be disabled. Goods Receipts in Umoja
will be blocked until 5 September 2017.

Any pending R&T in Galileo with “Imported from
SAP” status should be completed by 31 July.

If an urgent payment is required and the Goods
Receipt cannot be processed in Umoja, blackout
forims will be used to process payment.

e ey
All pending R&l in Galileo to be completed. All
items must be iitapped to ail existing ProductID that

s made available through the Data Conversion’
Team’s mapping tool.

All write-off actions must be approved by
DMS/CMS or property management officer with
sub-delegated authority foi propesty wanagemett
and the approval action recorded in Galileo by 31

Umaja and their disposal will be completed in
Galileo, NEP items undergoing write-off, for which
the write-off action has not been approved by
DMS/CMS ot not recorded in Galileo by 31 July
2017 will be migrated to Umoja and will require re-
initiation of the wiite-off process during the randp up
period. '
I




Last day to complete any | Complete any pending financial transactions in
pending financial Galileo, which may ineludeé impairment
transattions reviews/major upgrades, and any corrections.

Last day to perform any | .Any Galileo transactions, such as R&], initiation of
transaction in Galileo write-off, and initiation of shipments, and all

' vouchers will be inaccessible-after 31 July, Galileo
wili be disabled for transactions after this date.

4, After 31 July 2017, the status of Galileo will be as folloys:
a. Galileo will be available for read-only access until 31 October 2017

b. After 31 October 2017, data from Galileo will bé available for réporting using
Business Intelligence :

c. All vouchers will be inaccessible, EXCEPT to process the disposal of préperty for all
approved write-off cases. Disposal Case File (DCF) vouchers and Property Release
Voucher (PRY) will be available for this purpose.

5. The following missions will have exceptional aceess to transactions in Galileo and
instructions aie conmunicated to the missions separately:

a. MINUSTAH — will follow all closing instructions and migration to Umoja, but may
ietain some Galileo access for write-off and disposal, as needed

‘b, UNMIL —is out of scope for GDP and will continue to use Galileo uniil the mission is
liquidated .

G. No new write-off cases should be initiated during the month of August and missions are
recommended to proceed with the write-off case in Umoja after 5 September 2017,

7. Only those-essential transactions that ate operationally eritical in order to fulfill the mission
mandate should be performed during month of August.

8. Missions are réquested to be mindful of these key dates and plan their work accordingly.
Whete it is not passible to postpone such activities until Umoja is available for transaction
processing, blackout procedures will apply. Subsequent instructions will be provided regarding the
use of blackout fors,

9. If thete are any questions, please contact gdp@un.org

Best regards.




Drafted by: Joy Foo, Change Management
Lead, Galileo Decommissioning Project, LSD,. .
DFS

Authorized by:

Through: Reza Khan Lead Projeet Management
Office _
Department of Field Suppott

g




Distribution List ,

M. Paul Buades, GSC-FAX, Director of Mission Support, GSC, Brindisi, Italy,

M, Harish Joshi, Harish Joshi, Chief of Mission Support, United Nations Mission in
Colombia, Bogot4, Colombia,

Mr, Clifford Dias, KISO-COMCENTRE, Chief Kuwait Joint Support Office, KIS0,
Kuwait City, Kuwait,

M. Gilles Briére, MINURSOQ-FAX, Chief of Mission Support, MINURSO, Laayoune,
Western Sahara, _

Mr. Milan Trojanovic, MINUSCA-FAX, Director of Mission Support, MINUSCA,
Bangui, CAR, B

Mr. Michael Mulinge Iitivi, MINUSMA-MARS, Director of Mission Support,
MINUSMA, Bamako, Mali, :

Ms. Veneranda Mukandoli-Jefferson, MINUSTAH-FAX, Chief of Mission Support,
MINUSTAH, Port-Au-Prince, Haiti, .

Mr. Philip Compte, MONUSCO-FAX, Acting Director of Mission Suppott,
MONUSCO, Kinshasa, Democratic Republic of Congo,

Mr, Paulin Djomo, Paulin Djomo, Chief of Mission Support, OSESG-Yemen, Yemen, -
Mz, Raja Arumugham, Raja Arumugham [OSE-Syrial, Chief of Mission Support,
OSE-Syria, Damascus, Syria, _

Ms. Safia Boly, RSCE-FAX, Chief of RSC, RSCE, Entebbe, Uganda,

Mr. Sory Sangare, Sory Sangare, Chief of Mission Support, OSASG-Burundi,
Bujumbura, Burundi, _ _

Mr. Jorge Gongalves, UNAMA-FAX, Chief of Mission Support, UNAMA, Kabul,
Afghanistan, ‘

Ms, Victoria Browning, UNAMID-FAX, Director of Mission Support, UNAMID, El
Fasher, Sudan, _

Mr. Magbool Mohammad, UNAMI-FAX, Chief of Mission Support, UNAMI,
Baghdad, Irag, : )

Mi. Bernard Lee, UNDOF-FAX, Chigf of Misggion Support, UNDOF, Damascus, Syria,
M. Joel Cohen, UNFICYP-FAX, Chiel of Mission Support, UNFICYP, Nicosia,
Cyprus,

Mr. Wolfgang Weiszegger, UNIFIL-FAX, Director of Mission Support, UNIFIL,
Nagoura, Lebanon, -

Ms. Patricia Fynn, UNIOGBIS-FAX, Chief Of Mission Support, UNIOGBIS; Bissau,
Guinea-Bissau,

M Robert Kirkwood, UNISFA-FAX, Chief of Mission Support, UNISEA, Abyei,
Sudan,

Ms. Sandi Ainold, UNMIK-MARS, Chief of Mission Support, UNMIK, Pristina,
Kosaovo,

Mr. David Penlklis, UNMIL-FAX, Acting Director of Mission Support, UNMIL,
Monrovia, Libetia, .

‘Ms. Stephani Scheer, UNMISS-FAX, Director Mission Support, UNMISS, Juba, The
Republic of South Sudan, _

Mr., Nesterr Odaga-Jalomiayo, UNMOGIP-FAX, Chief of Mission Support, UNMOGIP,
Srinagar, India, _

Mr. Francis Mumbey-Wafula, UNOAU-FAX, Administrative Officer, UNOAU, Addis
Ababa, Ethiopia, .

M. Paul Rwakibale, UNOCA-FAX, Chicf of Mission Support, UNOCA, Libreville,
Gabon, ,




Mr. Adamou Koumago, UNOWA-FAX, Acting Chief of Mission Support, UNOWAS,
Dakar, Senegal, ‘

M. Anvar Holbaev, UNRCCA-FAX, Administrative Officer, UN RCCA, Ashgabat,
Turkmenistan, -

M. Felista Ondari, UNSCO-FA X, Chief of Mission Support, UNSCO, Jerusalem,
Isracl, :

M, Fatos Abrashi, UNSCOL-FAX, OIC Administration, UNSCOL, Beirut, Lebanon,
Mr. Nader DARWICH, UNSMIL-FAX, Chief Mission Support, UNSMIL, Tripoli,
Libya, '
‘Mr, Amadu Kamara, UNSOA-FAX, Director of Mission Support, UNSOS,
Mogadishu, Somalia, o

Ms. Felista Ondari, UNTSO-FAX, Chief of Mission Support, UNTSO, Jerusalem,
lsrael :




