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Preparing for Year End Closing 000

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

A Ensure accurate presentation of Revenues and Expenses

A Record Revenues and Expenses at the time when services or
sales are made rather than when cash is actually paid or
received

A All requisitions must be Closed (Complete, Cancelled,
P Denied), OR processed through the Year End Closing
Activity

PLEASE
| NOTE: A 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 Now:

A Clear All Prior Year Accruals

A Run PY Ledger02 Receivables/Liabilities Activity Report
A Resolve Any Outstanding Items

A Resolve Unposted Journal Entries and Budget Transfers

What you should be working on in July

Create PY Payments as needed based on District Deadlines m
Work the Year End Closing List ECEEEE
Clear all items on the Fiscall5 Fiscal Year End Checklist 253 1 1s e ‘

Final Fiscall5 submitted by LEA to SCOE Advisor
Final Ledger02 Submitted by LEA to SCOE Advisor

To To To o o




Preparing for Year End Closing 00000
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

PY AP and ARs should be cleared prior to start of FY21 Close

A Run the Fiscal02 Account Summary DetailOR Fiscal03
Account Transaction Detail by Object-Balance

Go to Finance 0 Reports 0 Fiscal o FiscalO2 or Fiscal03
1 Closing Year: 2021 {2020/2021}
{1 Unposted JE?: Yesd Include unposted JE
1 Assets and Liabilities : Yesd Include 6 change Object
filtering
1 Object: 9210,9510 (use comma no space)

A Click Go to generate the report



Fiscal02 Account Summary By Object Balance

Enter the Search Criteria

Create Report

& 2 ~ L EyAz{el Finance - Reports - Fiscal Fa.VOFiteS to
Uit | Fecuueat/Repor Save Time!
£y Go @) Go/Expot v EJ Clear [ Prev  [u) Nest @ Close (9f Favortes .
~—— 20 Favorites
Request Report — )
allowed in each
E 1 - Report
Report Mumber & Fiscallz
Description & Account Summary by Object-Balance
Report Sample &% Figcall2
Report Favorite 1D =]
B 2 - User Options o7 Favortes ¥
Fiscal Year 2021 {2020/2021} -
Accourt Period 12 Lune}
Unposted JEs? Yes - Include unposted JE f1PY AR and AP
E 3 - Account Selection
Assets and Liabilties? Yes - Include - change Object filtering f2 Due To/From YE
Restricted? Yes - Include restricted accounts f3 B)’ Resource
Fund
R
poeE f4 Class Summer Asst
Goal
Function 5 AR 9210
Object 9210.9510
School f6 AP 9510
Management

Manage...




Example Fiscal02

A If there are NO Balances, skip to next step! 4
A If there are Balances, need to research \/

Fiscal02a Account Summary by Object-Balance
Balances through June (12) Fiscal Year 2020121
Starting Account
FD- RSRC- Y- GOAL- FUNC- OBJ T- SCH- MGMT Deseription Balance Debit Credit Balance
Fund 01 - General Fund
01-0000-0- . L9210- - MR - PY Unresticledine B,111.48 531148 §,311.4
01-0801-0- - -9210- - AR - PY AVSPE 54,000,00 £4,000.00 54,000,
01-84603-0- - - S210- - AR - PY_Aftr. Sch.Prog. 528.00 528,00 526
Total for Fund 01 and Asset accounts  60,839.48 60,839.48 0,839.48] o
Starting Account ||
FD- RSRC- Y- GOAL - FUNC- 0BJT- SCH- MGMT Description Balance Debit Cradit Balance
01- - - - -9510- - Aoris Payabla (|, 221.37- 5,801.41 9,501 41
01-0000-0- . = 9510- - Aecls Payable ( Unrestric 48,453 83 4E,453,83 48 526, B3 375.00 -
01-0198-0- - -9510- - hcets Payable {5t Prog.- 280,53 280,53 28053
01-1100-0- - - 8510- - Aecets Payable | State Lot E50.T4 25674 25074
01-94805-0- - - 8510- - Aceis Payabla (N Haorizon 1343570 13,435.70 13,435,700
Total for Fund 01 and Liability accounts  62.217.43 72,3401 T271821\_ 500 )

A Run the Ledger02 Receivable/Liabilities for more detail




Review Prior Year FY20 Payables/Receivables
for More Detall

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.

Go to Finance 0 Reports d Ledger d Ledger02

7 Closing Year: 2020 {2019/2020}
1 A/R or A/P? : Both is default or change to A/R or A/P

If desired
N Cleared Items?: No 0 Do NOT Show Cleared Items

1 JE Source? Yesd Include all JE Sources
1 Unposted JE?: Yesd select unposted Journal Entries

1 Click Go to process report
Page 5
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Ledger 02 Receivable/Liabilities Activity

Enter the Search Criteria

2 59 - LAYz Finance - Reports - Ledger

List Request/Report

) Go @y Go/Export v K Clear [4f Prev [w4h Net @ Close ol Favortes =

Reguest Report

B 1 - Report
Report Mumber & Ledgerl2
Description & Receivables/Liabilties Activity
Report Sample &% Ledgerl?
Report Favarte D &
B 2 - User Options
Closing Year 2020 {2019/2020}
Department
Location
AR or AFP? Both
Requisition Mumber
Invoice Mumber
Cleared ftems? Mo - Do NOT Show Cleared ltem:
JE Source? Yes-Include all JE Source
Unposted JE? Yes - select unposted Joumal Entries




Example Ledger02

A Review list of pending items
A Determine if need to be cleared or reprocessed

Ledger02a Receivables/Liabilities Activity
Closing Year 2020
Reference JE 2020 2021 2021 Remaining
Effective ~ Number Description Number Setup Cash Paid Cleared to Balance
Expense
FD- RSRC- Y- GOAL- FUNC- OBJT- SCH- NGMI e
Liabilities 9529 9110 9510
06/30/2020 R20-00612 Pearson Clinical Ass - Psych Assessments for 19/20 AP20-00413 177.50 177.50
04-1100-0- 5750- 3120-4310- 570- 0000 177.50
06/30/2020 R20-00613 Western Psychologica - Psych Assessments AP20-00414 50.00 50.00
04-9020-0-7141- 3120-4310- 570-0000 25.00
08-6500-0-5760-3120-4310-576- 0000 25.00 \ )

A Clear a Requisition or Invoice, manually complete
A Or reprocess through Year End Closing activity



Resolving Prior Year Vendor Requisitions Al

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

Go to Finance 6 Requisitions d Vendor Requisitions

A Search for Requisition and Open
_ A Go to Tasks and selectManual Complete or Cancel

m Finance - Requisitions - Vendor Requisitions

Search Lt  Fom

TO OPEN

System will create
History Record

ShOWlng JE |n FY21 Requ kems:1 ﬁooourirﬂ Payments:1 Quotes Approva
Requisition/Nendor Informaton

B 1 - Requisition Information _ Manual Complete )
Y ) 5.s/NEss  UnprntPO

Academic Department - Vendor Inquiry - Printed




Prepay for FY22 Expense Paid in FY21 000

Sometimes payments need to be made in current FY for goods or services that
will be received in next FY. In thiscasa prepayment can be processed. For
example, there is a conference in July, but payment needs to be made today.

A Set up Requisition in FY22

<« ) -> )8 Finance - Requisitions - Vendor Requisitions

Reg# R22-00197, PO# P22-00002, FY 2022 aq
Requisition  iems:1  Accoun ts:1 Payments Quotes Approvals Assets Attachments Notes History5
Requisition/Vendor Information
n — = El
Dept Id & BUSINESS {Business Services }

Search List Form

a' . Delete DPrev BNEXT L- Close !:Cancel Tasks »

Academic Department &

Requisitioner Minnie Mouse

Request Date & 6/16/2021

Order Location 80 {DISTRICT OFFICE}
Delivery Location 80 {DISTRICT OFFICE}
Room

Comment Teacher Training July 2021

A Process Payment in FY22 dated in FY21

Finance - AP - Payments

Search List

7 Open :J MNew @Expcﬂ a - Tasks v | Grid

PymtType PayToNa ® Gam  Invoice#  InvoiceDal PaymentAmt —Reference# | Status OnHold| Batch  Scheduled |
AP NCBIDA 123456 7/15/2021 1211000 P22-00002  Submitted No 084124  6/16/2021




Prepay for FY22 Expense Paid in FY21

A Check will be cut in FY21
A JE will show payment amount encumbered to 9330 & Prepaid Expend

N EY - Finance - Fiscal - Journal Entries

Search List Form

av ' Delete @Prev @Next f_; Close !Cancel Tasks ¥

Expenditure JE # EX21-04114 - FY 2021 {2020/2021} - Status: Posted

Journal Entry  Approvals Attachments Motes History:1

E 1 - Summary B 2 - Reference Information
Dept Id BUSINESS {Business Services} Link # 186093
Location 80 {DISTRICT OFFICE} Requisition # R22-00197
Academic Department Stores Requisition #
Comment Teacher Training July 2021 Department Requisition #
Batch Id APOE162021 Work Order #
Source VR Vendor Invoice # 123456
Out of Balance MNo Check # 1840902
On Hold MNo Check Reqgister # 000668
Status Comment AR Invoice #
Line ltem Count 2 AR Receipt #
Status Posted E 3 - Posting Information
Total Debits 12110.00 Transaction Date 6/16/2021
Total Credits 1211000 Fiscal Year 2021 {2020/2021}
Amount Out Of Balance 0.00 Post Date 6/16/2021 9:10:49 AM
Posted By KALINGLE
4- Add/Update Information

= Items

EExpor‘t !CancelAll Tasks «

Account Description

1[~ 01-0026-0-
2801-0026-0- - -9110- -

$12.110.00 Teacher Training July 2021 Cash In County. CCS




AP Payments FY21 After July 1, 2021 000
Wit hout Using oYear End

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:
I Enter Payments
- Enter Direct Payments
Enter Employee Payments

Finance

[
» Budget I
e Al I Payment Transactions
» Requisitions ]
I Payments
Approve Payments
Checks ] )
Enter Payments System will automatically create the Journal
Enter Direct Payments : .
e Entries for each year:
Payment Transacti . .
el FY21: Debit Exp/Credit 9529

(9529 will roll into 9510 at Year End Close)

FY22: Debit 9510/Credit 9110



Review Current Year FY21 Vendor 000
Requisitions 0 Option 1

There are different options for reviewing outstanding Vendor Requisitions
prior to using the Year End Closing Activity.

Go to Finance 98 Requisitions & Vendor Requisitions Quick Start: VR

o2 5 ~ =i Finance - Requisitions - Vendor Requisitions

Search

£y Go Q Clear D New + ﬂ? Favortes ——

Search Critena - Vendor Requisthon

Bl 1 - Requisition Infi ion . .
ot 2021 f2020/2021) Enterthe searchcriteria:

Department
Academic Depatment

oo e f Fiscal Year: 2021 {2020/2021}

Requisition Date

Completed Date
Order Location
Regisions T Only Uncompleted : Yes
Template Reqs? No
2 - Order Information . ] ]
O ! Click Go to generate the list to review
Status Comment

On Hold
Only Uncompleted Yes

PO Change Crder Date
With Change Orders Only




Review Current Year FY21 Vendor 000
Requisitions d Option 1

A Sort by Outstanding 2 8 - RIS Finance - Requisitions - Vendor Requisitions
A Open Requisition(s) to Seach U
review @ sen [ Now + 2 Coor ot + (@ + [ Tk + (e
Rea# | PO# | OrderType | RegDate | Total Amt |Outstand @] Comment
A Small amounts R21-00092  P21-00032 PO wioRecei 11/22020  1.000.00 25,06 Office Supplies-COVID
remaining could be R21-00039  P21-00038 PO wioRecei 71282020 5241 5241 1st Grade ELD My Lan
R21-00163  P21-00163 PO wioRecei 5182021  1.620.00 54,00 Legal Services for 20-2
due to last payment ROI00054  P2100054 POwoReces 892020 31200 6439 cell phone service
not ﬂagged as Final R21-00013  P21-00012 PO wioRecei /912020 94.05 94.05 4th Grade Time for Kid

S 8 - LYY A={ell Finance - Requisitions - Vendor Requisitions

Search  List Form

@ - I Dete [@Frev DNt & Cose WY Concel |CITREN] A Manually Complete if not receiving
o goods or services by June 30
Submit With Insufficient Funds
Reuistion hems:1 Accounts:2 Paymerts:d Quotes Approvalk EEt”r”ltDCF’E” A Go to Tasks to select Manual
Requisition/Nendor Information -
B 1- Requisition Informaion | MenweiComplete | Complete
Dept 1d Unprint PC
Academic Departmert Vender Inguiry - Printed
Requisitioner )
Request Date Assign PO Number
Order Location Rollback Year End Processing
Delivery Location Save ac Dercnnal Termplats

.. . Page 10




Review Current Year FY21 Vendor 000
Requisitions d Option 2

Another option for review is to review the ReqPay02 Requisition Listing
report.

Go to Finance 0 Reports d RegPay02 Requisition Listing

Finance - Reports - Req/Payment

B Mot - @ i 60w i - |  Enterthe searchcriteria:

M;; - EEE:FT%L I A Fiscal Year: 2021 {2020/2021}

%‘Eﬂm S A Requisition Status: Open-Submitted-
%ﬁ%&g o Approved-Printed-Ready for Pymt-Chk
ﬁﬁm . Pending
o — A Sort/Group 1. Order Location to send

to sites or other options

s | A Click Go to generate report
et =
Requisiion Category




Review Current Year FY21 Vendor
Requisitions @ Option 2

Example RegPay02 Requisition Listing

1 ReviewEnccolumn for Remaining Encumbered balances
1 Sendto sitesto review
1 Researchto determine if items or services will be received

prior to June30

ReqPay02a Requisition Status
Order Location 1AVS - ABC Fiscal Year 2021
(ID) Mame Req # Req Amount Requisitioner Loc Status Comment
(PO #) (Created By) Completed ,_\
0a/11/20 (DOOOES) Femellgas R21-00056 TA5000 Joe Smith 1AVS Ready for Payn Propane for 20-21 (
(P21-000586) {JSMITH)
Ordersd Exp Enc
{2021) 01- 0000- 0- 0000- 8200- 5510- 800- 7300 7.150.00 5.699.33 1,460.67
0a/1820 (D0OE13) The Home Depot Pro/SupplyWork R21-00050 3,00000 Joe Smith 1AVS Ready for Payn Custodial Supplies
(P21-00032) {JSMITH)
Ordered Exp Enc
{2021} 01- 0000- 0-D000- 8200-4370-800- 7200 3.000.00 1,885.18 1.034 82
0a/2420 (D0DO11) ADTS Inc R21-00066 23800  Joe Smith 1AVS Ready for Payn Annual Random Testing
(P21-00085) {JSMITH)
Ordered Exp Enc
{2021} 01- 0000- 0- DO00- 3800- 5800-000-7220 238.00 119.00 \_ 118.00 v,

. . Page 12




Vendor Requisitions in Open Status

Requisitions in Open StatusCannot Process through Year End
Closing Activity

Search st

3y Go Q Clear 'i'k Favortes ~

E 1 - Decument Information
Fizcal Year
Process Default
Default to Complete?
Department
Document Type
Reference Mumber
Location
Responsibility
Categary
Amt Qutstanding
Comment
2 - Account Information
B 3 - Requisitions

II Req. Order Type

Req. Status

Search Criteria - Year End Closing [«]

S o -~ LlaEy:\={ Finance - Processes - Year End Closing

Enter Search Criteria:

A

Fiscal Year: 2021
{2020/2021}

Document Type: Vendor Req

A
A Req Status: Open
& 2021 {2020/2021} . .
o A Click Go to get list
— A Use Quick Link to get to req
to update to Ready for
Payment or Completed Status
Search Lt
@ Export @ Tasks «
Ref # & Process Meszage Outstanding  Accrual Carryover Release = Complete? Vendor/Cus
Open 2.8 R21-00433 N{: g g 12572 0.00 0oba 12572 N[.: a LandCa're. USA L &0Open
26 R21-00434 Mo 8 8 32500 0.00 nooa 32500 No & Alison Klahr & Dpen
28 R21-00435 Mo =] =] 280.00 0.00 000& 280.00 No & Jennifer Crum & Open
28 R21-00435 IND Ié Ié '."EID.DDI D.DDI EI.DDIé ?E-D.DDIND Ié The Science i .i Open

Page 1213



o0
Manual Accruals Due To/From

Government Entities \WQ?\T\\\‘“

A Must use 9290/9590 objects for any accruals associated with
State or Federal programs (Example: Fund 13 Cafeteria)

A Manual Journal Entries will need to be done, as theYear End
Closing in the Processes activity doesnot allow the use of
objects other than 9229/9259

A 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

" Page 13



The Asset/Liability roll , which takes place after 202621
Is closed, will move the General Ledgeramounts from
Object 9529 in FY21 toGeneral LedgerObject 9510 in
FY22

A 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

time to move to the Year End Closing process.

Page 14
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Year End Closing Process 00000
Tips to Consider

A Requisitions in Open Status cannot accrue or carryover

To

Documents with errors will not post

A Requisitions cannot be processed with anegative amount

I Negative line items with a positive requisition total will
redistribute  when processed through Year End Closing

A The Accrual and Carryover fields on the list are editable

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

I Manually Complete or use the Complete field
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