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House Keeping

ÅSCOE IT Introductions

ÅMute Audio

ÅVideo Optional (We love to see you)

ÅUse Chat for Questions
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Preparing for Year End Closing

Understanding the Accrual Process:  Goal is to Recognize 
Revenues and Expenses in the period incurred

Å Ensure accurate presentation of Revenues and Expenses

Å Record Revenues and Expenses at the time when services or 

sales are made rather than when cash is actually paid or 

received
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Å All requisitions must be Closed (Complete, Cancelled, 

Denied), OR processed through the Year End Closing 

Activity

Å Districts can continue to make payments for Requisitions 

until at least mid -July (based on District practice).  This will 

reduce the number of items that will need to be completed 

through the Year End Closing activity



Preparing for Year End Closing

What you should be working on in July :

Å Create PY Payments as needed based on District Deadlines

Å Work the Year End Closing List 

Å Clear all items on the Fiscal15 Fiscal Year End Checklist

Å Final Fiscal15 submitted by LEA to SCOE Advisor

Å Final Ledger02 Submitted by LEA to SCOE Advisor
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What you should be working on Now:

Å Clear All Prior Year Accruals

Å Run PY Ledger02 Receivables/Liabilities Activity Report 

Å Resolve Any Outstanding Items

Å Resolve Unposted Journal Entries and Budget Transfers
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Preparing for Year End Closing

Deadlines
Final FY21 AP Check Processing June 22, 2021 by noon

DO NOT create AP batches between June 22 and June 30

Final FY21 Cash Deposit June 24, 2021 by 4:30 pm

DO NOT Create AR Receipts batches between June 23 and June 30

CAUTION

Escape allows you to create batches after the last June AP and last June

Cash Deposits through June 30. There are multitude of implications if you

create a batch during the select time, therefore, it is recommended not to

create any new batches until after July 1 cash roll!



Clear All Prior Year Accruals

PY Payables (9510) and Receivables (9210) Object Codes

Go to Finance ðReports ðFiscal ðFiscal02 or Fiscal03

¶Closing Year :  2021 {2020/2021}

¶Unposted JE?:  Yes ðInclude unposted JE

¶Assets and Liabilities :  Yes ðInclude ðchange Object 

filtering

¶Object :  9210,9510 (use comma no space)

ÅClick Go to generate the report
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PY AP and ARs should be cleared prior to start of FY21 Close

Å Run the Fiscal02 Account Summary Detail OR Fiscal03 

Account Transaction Detail by Object-Balance



Fiscal02 Account Summary By Object Balance
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Create Report 
Favorites to 
Save Time!
20 Favorites 

allowed in each 
Report

Enter the Search Criteria



Example Fiscal02

Å If there are NO Balances, skip to next step! 

Å If there are Balances, need to research 

Å Run the Ledger02 Receivable/Liabilities for more detail
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Review Prior Year FY20 Payables/Receivables 

for More Detail

Go to Finance ðReports ðLedger ðLedger02

¶Closing Year :  2020 {2019/2020}

¶ A/R or A/P? :  Both is default or change to A/R or A/P 

if desired

¶ Cleared Items? :  No ðDo NOT Show Cleared Items

¶ JE Source?:  Yes ðInclude all JE Sources

¶ Unposted JE?:  Yes ðselect unposted Journal Entries

¶ Click Go to process report
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Run the Ledger02 for prior year for more detail on pending 

items. Determine if they need to be manually completed or 

reprocessed through year end closing.



Ledger 02 Receivable/Liabilities Activity

Enter the Search Criteria
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Example Ledger02

Å Review list of pending items

Å Determine if need to be cleared or reprocessed

Å Clear a Requisition or Invoice, manually complete 

Å Or reprocess through Year End Closing activity
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Resolving Prior Year Vendor Requisitions

Go to Finance ðRequisitions ðVendor Requisitions
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Å Search for Requisition and Open 

Å Go to Tasks and select Manual Complete or Cancel

System will create 

History Record 

showing JE in FY21

If a Requisition was processed through the Year End Closing activity last year 

and should have been closed, or the amount was incorrect, or a Direct 

Payment was made but not applied to the original requisition



Prepay for FY22 Expense Paid in FY21
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Sometimes payments need to be made in current FY for goods or services that 

will be received in next FY.  In this casa prepayment can be processed.  For 

example, there is a conference in July, but payment needs to be made today.

Å Set up Requisition in FY22

Å Process Payment in FY22 dated in FY21



Prepay for FY22 Expense Paid in FY21
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Å Check will be cut in FY21 

Å JE will show payment amount encumbered to 9330 ðPrepaid Expend



AP Payments FY21 After July 1, 2021 

Without Using òYear End Closingó

System will setup accruals and make the necessary JEs

Items can be processed by Payment Types as usual 
using the 2021 {2020/2021} Fiscal Year:

ï Enter Payments

ï Enter Direct Payments

ï Enter Employee Payments

ï Payment Transactions

ï Payments

System will automatically create the Journal 
Entries for each year:

FY21: Debit Exp/Credit 9529 
(9529 will roll into 9510 at Year End Close)

FY22: Debit 9510/Credit 9110
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Review Current Year FY21 Vendor 

Requisitions ðOption 1
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There are different options for reviewing outstanding Vendor Requisitions 

prior to using the Year End Closing Activity.

Go to Finance ðRequisitions ðVendor Requisitions

Enter the searchcriteria:

¶ Fiscal Year: 2021 {2020/2021}

¶ Only Uncompleted : Yes

¶ Click Go to generate the list to review



Review Current Year FY21 Vendor 

Requisitions ðOption 1

Å Sort by Outstanding

Å Open Requisition(s) to 
review

Å Small amounts 
remaining could be 
due to last payment 
not flagged as Final
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Å Manually Complete if not receiving 

goods or services by June 30

Å Go to Tasks to select Manual 

Complete



Review Current Year FY21 Vendor 

Requisitions ðOption 2
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Another option for review is to review the ReqPay02 Requisition Listing 

report.

Go to Finance ðReports ðReqPay02 Requisition Listing

Enter the searchcriteria:

Å Fiscal Year: 2021 {2020/2021}

Å Requisition Status: Open-Submitted-

Approved-Printed-Ready for Pymt-Chk

Pending

Å Sort/Group 1: Order Location to send 

to sites or other options

Å Click Go to generate report



Review Current Year FY21 Vendor 

Requisitions ðOption 2
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Example ReqPay02 Requisition Listing

¶ ReviewEnccolumn for Remaining Encumbered balances

¶ Send to sites to review

¶ Research to determine if items or services will be received

prior to June30



Vendor Requisitions in Open Status

Requisitions in Open Status Cannot Process through Year End 
Closing Activity

Enter Search Criteria:

Å Fiscal Year: 2021 

{2020/2021}

Å Document Type: Vendor Req

Å Req Status : Open

Å Click Go to get list

Å Use Quick Link to get to req 

to update to Ready for 

Payment or Completed Status
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Å Must use 9290/9590 objects for any accruals associated with 

State or Federal programs (Example: Fund 13 Cafeteria)

Å Manual Journal Entries will need to be done, as the Year End 

Closing in the Processes activity does not allow the use of 

objects other than 9229/9259

Å Manual Journal Entries created with 9290/9590 , balances will 

remain in these object codes during the Asset/Liability roll and 

will need to be manually reversed in the new fiscal year 
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Manual Accruals Due To/From 
Government Entities
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The Asset/Liability roll , which takes place after 2020-21 

is closed, will move the General Ledgeramounts from 

Object 9529 in FY21 to General Ledger Object 9510 in 

FY22

Å The Asset/Liability roll does not roll the requisition 

detail into the next fiscal year, only the total beginning 

balance

Until the Asset/Liability roll is performed , there will be 

no balance in the FY22 general ledger Object 9510 to 

offset the payments being made to the FY21 (accrued) 

payables 

Now that prior year accruals have been cleared and 

current year vendor requisitions have been resolved, itõs 

time to move to the Year End Closing process.





Tips to Consider

Å Requisitions in Open Status cannot accrue or carryover

Å Documents with errors will not post

Å Requisitions cannot be processed with a negative amount

ïNegative line items with a positive requisition total will 

redistribute when processed through Year End Closing

Å The Accrual and Carryover fields on the list are editable

Å If all fields are 0.00 the requisition will roll to the next fiscal 

year

ïManually Complete or use the Complete field
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Year End Closing Process




