1.1.1 Financials Roles

The Financials roles were designed to meet the business requirements for segregation of business functions, controls, flexibility, and future scalability.   The business functions have been grouped into the following modules and then by specific role:

Accounts Payable

	Role
	Responsibilities

	AP Processor
	Authority to create or modify a voucher and resolve match exceptions

	
	

	Voucher Approver Level 1
	Workflow approval level 1 for vouchers [up to $5000]

	Voucher Approver Level 2
	Workflow approval level 2 for vouchers [up to $30,000]

	Voucher Approver Level 3
	Workflow approval level 3 for vouchers [over $30,000]

	Pay Cycle Processor
	Authority to create voucher pay cycle for designated business unit[s]

	Pay Cycle Approver
	Authority to approve voucher pay cycle for designated business unit[s]

	Reporting Administrator
	Authority to run Voucher and Paycycle reports (less new query creation)

	Inquiry Administrator
	Authority to view all AP pages in read-only mode

	Process Administrator
	Authority to create and modify and run AP processes

	Configuration Administrator
	Authority to configure AP tables

	Asset Manager
	Authority to enter or change Asset information

	Asset Reporting and Inquiry
	Authority to run reports and view Assets information

	Asset Configuration Admin
	Authority to configure Assets tables

	
	


Accounts Receivable

	Role
	Responsibilities

	Receivables Specialist
	Enters and maintains receivables, applies payments and performs customer receivables analysis (customer collection pages)

	Receivables Manager
	Super user – has access to all AR functions including approving receivables

	Treasury Operations
	Enters deposits in the AR module (Treasury Function)

	Journal Specialist
	Enters chartfield information into Direct Journal panels to be journal generated into GL

	AR Customer Specialist
	Enters and monitors information in Customer Collection pages including generation of follow-up letters

	AR Configuration Administrator (OIST)
	Add, update general options, add/update billing/AR options, create and run queries

	AR Inquirer
	Inquiry only into AR module, reports, queries


Billing

	Role
	Responsibilities

	Billing Specialist
	Authority to create invoices

	Billing Processor
	Authority to run Billing processes

	Billing Finalizer
	Authority to approve and finalize invoices

	Billing Inquiry/Reporting Administrator
	Authority to inquire on billing information and run reports

	Query Writer
	Authority to create queries

	Billing Configuration Administrator
	Authority to modify the configuration of the billing module


Commitment Control

	Role
	Responsibilities

	Budget Administrator
	Authority to enter, transfer, post, delete, inquire and update budget rules

	Budget Approver
	Authority to approve budgets and maintain budget journals

	Budget Processor
	Authority to run budget processes and reports and post budget edits

	Budget Inquiry
	Authority to inquire on budgets 

	Budget Super User
	Authority to perform all Commitment Control functions

	Budget Configuration Administrator
	Authority to modify the configuration of Commitment Control and override budgets

	Budget Override
	Authority to review and override budgets


General Ledger

	Role
	Responsibilities

	Journal Entry Clerk
	Authority to create or modify Journal Entries

	JE Approver/Poster
	Authority to approve and post journal entries

	GL/Budget Inquirer
	Authority to inquire on GL and Budget entries and balances

	GL/Budget Report Runner
	Authority to run reports on GL and Budget entries and balances

	GL Fin Manager (Super User)
	Authority to access all GL functions

	Chart of Accts/Tree Administrator
	Authority to create and modify account hierarchies [trees]

	GL Configuration Administrator
	Authority to change the GL configuration


Projects, Grants & Contracts

	Role
	Responsibilities

	Proposal Administrator
	Authority to modify proposal information

	Level 2 (Negotiation) Approver
	Authority to approve grant negotiations

	Level 1 (GEF) Approver
	Authority to make GEF approvals

	Proposal Approver
	Authority to approve proposals

	Award Generator
	Authority to generate an award

	Project Administrator
	Authority to modify project information

	Project Approver
	Authority to approve projects and set up budget in PS

	Finance Administrator
	Authority to review project budgets and post to KK

	Project/Grants Inquirer
	Authority to create queries

	Project/Grants Report Administrator
	Authority to run all integration processes

	Project/Grants Configuration Administrator
	Authority to modify configuration

	Project/Grants Processor
	Authority to enter Projects/Grants information

	Project/Grants Correction Mode Administrator
	Authority to change transaction data in Correction mode


Purchasing

	Role
	Responsibilities

	Vendor Maintenance
	Authority to add or change vendor information

	Vendor Approval
	Authority to approve a new vendor

	Requester
	Authority to create or modify a requisition

	Requisition Approval
	Authority to approve a requisition

	Buyer
	Authority to create, modify and approve a purchase order up to $2500 (for OPS only)

	PO Approval Level 1
	Workflow approval to approve a PO up to $5000

	PO Approval Level 2
	Workflow approval to approve a PO up to $30,000

	PO Approval Level 3
	Workflow approval to approve a PO over $30,000

	PO Inquiry
	Authority to inquire on PO information

	Report Admin
	Authority to run reports on PO information

	Item Master Admin
	Authority to update or change item master information

	Configuration Admin
	Authority to modify configuration information for Purchasing


Treasury

	Role
	Responsibilities

	Bank Manager
	Maintains bank accounts.  Perform daily bank account reconciliation.  Administer, generate and validate cash position.

	Cash Manager
	Enter fund transfers, make payments, and settle payments.  Perform daily bank account reconciliation.  Administer, generate and validate cash position.

	Deal Manager
	Create deals and deal portfolio.  Settle deals.  Run reports.

	Deal Reviewer
	Approve and confirm deals.  Validate calculation and accounting entries for investment accrued interest, amortization and receipt of interest.  Calculate and validate mark-to-market position, investment holdings and revaluation.  Validate reports.

	Risk Manager
	Enter and monitor position limits for counterparty / bank.

	Operations/Back Office
	Run Journal Generator Process for Treasury Source.  Validate Accounting Entries of an Investment/Forex.  Validate automatic accounting for daily ZBA funding and daily deposit.

	Operations Manager
	Approve a Payment and settlement.  Maintain Settlement Instruction.  Administer and maintain Deal Accounting Template.

	Deputy Operations Manager
	Approve a Payment and settlement.  Maintain Settlement Instruction.  Administer and maintain Deal Accounting Template.

	Treasurer
	Run and validate reports.

	Treasury Superuser
	Given access to ALL Treasury functionality.

	Country Office Cash Manager
	Enter fund transfers, make payments, settle payments.  Perform daily bank account reconciliation.  Administer, generate and validate cash position.

	Country Office Deal Manager
	Create deals and deal portfolio.  Settle deals.  Run reports.

	Country Office Bank Manager
	Approve and confirm deals.  Approve a Payment and settlement.  Maintains bank accounts.  Perform daily bank account reconciliation.  Administer, generate and validate cash position.


1.1.2 Financials Business Profiles

To assist users in HQ and COs to implement PeopleSoft security, UNDP has established a set of Business Profiles.  While these are not a PeopleSoft construct, these business profiles map to PeopleSoft Roles, to define permissions for each system user.

	User Profile
	Description

	Senior Manager
	The Resident Representative and Deputy, or the two most senior ranking staff members in an office.  It is helpful to assign this right to at least two people to allow for either one being out of the office.  This User Security Profile will allow the designated staff to approve financial transactions.  Transactions over $30,000 will be routed for approval only to staff designated as “Senior Managers”.

	Manager Level 2
	This User Security profile is intended for those staff authorized to commit funds, subject to budgetary limitations, up to  $30,000.  Example:  Operations Managers

	Manager Level 1
	This group is intended for those staff that are authorized to commit funds, again subject to budgetary limitations, up to $5,000.  Examples: Assistant Resident Representatives and Programme Officers.

	Finance/Treasury User
	Finance Treasury users include staff who are responsible for processing payment vouchers, managing disbursements, recording of NEX financial reports, and arranging cash transfers/replenishment, including bank reconciliation.  This will apply to staff that perform the above functions in WINFOAS and/or FIM transaction module.  Staff with this profile do not have approval or procurement functions.

	Procurement/Buyer User: 
	This profile applies to staff that prepare, process, source, and dispatch purchase orders, including recording of contracts in PeopleSoft relating to SSA and Service Contractors.  Only designated managers or senior managers perform approval of purchase orders.  This user profile will allow the designated staff to:  

Enter/ Add Vendor in the Vendor Table.

Conduct the procurement Process (RFQ)
Source and create purchase order,
Dispatch Purchase Orders to Vendors/suppliers
ADD/ Retire Asset data
These users will not have access to Finance/Treasury functions

	Employee/General User
	This is the most widely held user profile and will apply to staff who administer grants/projects, enter/update donors’ contributions or payment schedules, initiate requisitions based on their departmental work plans; query budget and other financial data.  Employees do not have access to Procurement or Finance/Treasury functions.


