To: All Business Managers (Central & Medical)
From: John Mayes and Cary Scapillato
Subject: Paper ERs and SWAP De-Supported 6/30/07

The University's goal of processing all expense reimbursements and Purchasing Card transactions through the Expense Management System (EMS) by FY08 (and not on paper or using SWAP),  is nearly complete.   Implementation began campus-wide in early FY06 and feedback from business offices and those they serve has been very positive.

In support of this goal, the use of paper forms (ERs) for expense reimbursement 
will be de-supported after June 30, 2007.

University-wide implementation of EMS also means that Yale Purchasing Card 
transactions now flow through EMS rather than the legacy SWAP application for the 
allocation and approval of Purchasing Card purchases. As a result, SWAP will also be 
de-supported after June 30, 2007.

If your department has already implemented EMS, you are in an excellent position.  We 
encourage you to review all remaining paper expense reimbursements to determine why 
they are not going through EMS.   Should you need additional account setups or 
account changes to accommodate them, please contact Kathy Chambers at kathy.chambers@yale.edu or 432-9977.  For assistance resolving any other concerns, 
please contact Dean Plummer at dean.plummer@yale.edu or 203-530-9514.

If your department is among those remaining left to implement EMS this spring, please  
let Kathy or Dean know immediately if you foresee any difficulty meeting the goal of  
eliminating the use of paper ERs and the SWAP application by the end of FY07.

Our resources are available to assist in whatever way possible in completing this 
transition.  We appreciate your efforts in the full implementation of EMS.
