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Finance EOY Process

The purpose of this document is to guide users through the process to end the old fiscal year
2017-2018 (FY 8) and begin the new fiscal year 2018-2019 (FY 9). The following processes are
covered in this document:

e Copy the 2017-2018 fiscal year (FY 8) funds to a new file ID 8 so you can continue to access
data and information for FY 8.

e Close the 2017-2018 accounts for revenues, expenditures, other resources, and other uses in

file ID C.

Copy the balance sheet accounts (cash, accounts payable, etc.) from FY 8 funds to fiscal year

2018-2019 (FY 9) funds in file ID C.

Delete all FY 8 transactions and funds in file ID C (the transactions are still accessible in file

ID 8) unless the district chooses to keep some FY 8 funds open with prior year transactions.

Move the approved budget for FY 9 to Finance file ID C.

Prepare to move next year payroll to current year payroll.

It is important to address the following questions as you proceed with the end of fiscal year closing
process. Based on your responses to the following questions, the process can have variations that
may require a different path. Review the Finance > Finance Checklists > Finance Fiscal Year Option
B and Finance Fiscal Year Option B Supplement checklists for additional information:

e Are all of the payroll runs and adjustments interfaced?

e Are all of the payroll TRS reports interfaced?

e |s the TRS On-Behalf Journal posted?

e Verify TRS GASB 24 Medicare Part D Revenue and Expenditure is posted. Information may be
located on the TRS website: http://www.trs.state.tx.us. Amounts are posted with a debit to
6144 and a credit to 5831.

¢ Are the payroll accruals balanced?

o For August year-end LEAs, if only the 10-month employees are accrued and the EQY
accruals are not posted, then all 2161 and 2211 object code balances should be zero.
o For June year-end LEAs, accrual amounts should exist for contract balances.

* |s the cutoff date updated on the District Administration > Options > Purchasing > Current
Year and Next Year pages, if necessary, to prevent purchasing requisitions from being
created?

e |s the cutoff date updated on the Finance > Tables > District Finance Options page to
prevent budget amendment requests from being created?

¢ Are all of the unpaid finance checks printed?

e Reprint all yearly purchase orders alphabetically and numerically for historical purposes.
After the EQY process, those purchase orders are no longer available.

e Verify if all purchase orders been processed, and the final check run completed?

e Are you bringing balances forward now in or in the future (after the audit)?

e Did you prepare the journal entry to move the 3700 budgetary fund to 3600 fund balance
accounts for each fund that will be carrying forward balances? The budgetary fund balance
should be zero when moving to the new year.

o Payroll processes cannot be posted against the historical file ID.

o Review the Finance > Reports > Finance Reports > Journals, Checks, Detail Ledgers >
FIN1600 - Batch Process Balance Error Listing to verify that there are no errors and all
records are balanced.
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If you are an August year-end LEA, ensure the August payroll accruals are processed and interfaced
to Finance, and then refer to the August Accruals document.

If you are a June year-end LEA, use the EQY Accruals for June Year-End Schools document to
address your payroll accruals.

Flow Chart: Finance EOY Process Overview

This document assumes that you are familiar with the basic features of the TxEIS Business System
and have reviewed the TxEIS Business Overview guide.

Before You Begin

Before you begin.

Review the following information and/or complete the following steps before you begin the Finance
EQY closing process.

Terms:

Term Description

CYR payroll frequency Current year payroll frequency in Payroll.

June Year-End (early fiscal A Finance fiscal year that runs July through June.

year)

Export A backup file of data as it stands at the time it is exported from the
system. Export or backup files can later be used to restore data to
its original state at the time of extraction.

File ID C Current year file ID in Finance.

Historical file ID

Refers to any prior year file ID that is not the current year file ID.

LEA (Local Education
Agency)

Refers to the educational entity (e.g., charter, district, etc.).

NYR payroll frequency

Next year payroll frequency in Payroll.

August Year-End (standard
fiscal year)

A Finance fiscal year that runs September through August.

IMPORTANT

EOY Flowchart for September Start LEAs

Consider the following information when closing the fiscal year:

O Will you select to increment or continue funds on the Fiscal Year Close utility?

O Review each action and the corresponding results to make an informed decision.
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Note: For continuing funds, verify that there is not a balance in the Budget offset account (e.qg.,
3700) prior to running the Fiscal Year Close process. If there is a balance prior to running the
process, the fund will be out-of-balance by the amount from the Budget offset account.

Continuing Fund

VS.

Increment Fund

Continuing funds are funds that will be
continued into the new fiscal year (i.e., funds
maintaining the fiscal year even after the LEA
begins the new fiscal year).

If a fund is continued, the following actions are
automatically completed when the Fiscal Year
Close utility is processed:

* The 1XXX-4XXX account balances are carried
forward (the Carry Forward Balances field is
automatically selected).

* The 5XXX-8XXX account balances are created
(the Create 5XXX-8XXX field is automatically
disabled).

* The budget amounts that match the ending
balances in the historical file ID are set up for
the 5XXX-8XXX accounts. For example, if only
$8,000 of a $10,000 grant has been received,
then the difference of $2,000 is established as
the estimated revenue.

* The difference between revenue and
expenditures will post to the Obj.Sobj in the
Actual Fund Balance Obj.Sobj field on the
Finance > Tables > Account Codes > Fund tab.
* In the new historical file ID, accounts are
inactivated for all continuing funds.
Incremented funds remain active.

* Only purchase orders that include continuing
funds are re-encumbered. Purchase orders that
are split-funded and include funds where the
fiscal year is only being incremented will be
deleted. For example, if a purchase order is split
between 211 (continuing fiscal year) and 199
(incremented fiscal year), then you will have to
re-enter the purchase order in the new file ID.
* Be aware that purchase orders containing
continuing funds will be displayed in both the
historical and new current file ID but should be
paid in the new file ID.

* The fiscal year is not updated on credit
memos.

* The fiscal year is not updated on outstanding
Accounts Receivable invoices.

* The fiscal year is not updated on payroll and
PMIS distributions.

Incremented funds are funds that will be
incremented in the next fiscal year (i.e., funds
that will change their fiscal year at the same
time that the LEA’s new fiscal year will begin).
The increment option is not available if the
incremented fund already exists. For example,
in September 2023, funds 211/3 and 211/4
already exist; therefore, 211/3 can only be
continued or deleted.

If a fund is incremented, the following actions
are automatically completed when the Fiscal
Year Close utility is processed:

* The fiscal year is incremented on credit
memos.

* The fiscal year is incremented on outstanding
Accounts Receivable invoices.

* The fiscal year is incremented on the payroll
and PMIS distributions for active employees
only.

* Only purchase orders that include continuing
funds are re-encumbered. Purchase orders that
are split-funded and include funds where the
fiscal year is only being incremented will be
deleted. For example, if a purchase order is split
between 211 (continuing fiscal year) and 199
(incremented fiscal year), then you will have to
re-enter the purchase order in the new file ID.
The following are optional:

» Carry Forward Balances

* Create 5XXX-8XXX Accounts
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Create an Export of File ID C

Create an export of file ID C.
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Delete 1099 Data

Delete 1099 data.

Delete 1099 Data
Log on to file ID C.
Finance > Utilities > Create 1099 Work Table

Delete 1099 historical data from the tables. If 1099 work table data is not deleted, backup files will
not be imported.

Note: The Finance transactions are not affected when the 1099 work table transactions are
deleted.

M Utilities > Create 1099 Work Table v Finance 5§

File ID: C A

Beginning Date: 00-00-0000

Ending Date: 00-00-0000

Use 1099 Object Codes Table

Leave the Beginning Date and Ending Date fields blank to delete all existing 1099 table data.

Click Delete. A message with the number of rows to be deleted from the 1099 work table is
displayed.

@ 1837 rows deleted from 1093 work table.

Click OK to close the message box.
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Reverse Soft Encumbrances

Reverse soft encumbrances.
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Generate, Print, and Review the Outstanding Purchase
Orders Report

Generate, print, and review the Outstanding Purchase Orders report.

Generate, print, and review Outstanding Purchase Orders Report
Log on to file ID C.

Finance > Reports > Finance Reports > Vendor/Purchase Order Reports > FIN2150 - Outstanding
Purchase Orders

Generate the Outstanding Purchase Orders report for audit purposes. Print and/or save this report and
review it for accuracy. Identify which purchase orders can be reversed in the next step.

Consider how the purchase orders will be handled for continuing and incremented funds during the
Fiscal Year Close process. Only purchase orders that include continuing funds are re-encumbered.
Purchase orders that are split-funded and include funds where the fiscal year is only being
incremented will be deleted. For example, if a purchase order is split between 211 (continuing fiscal
year) and 199 (incremented fiscal year), then you will have to re-enter the purchase order in the new
file ID.

[ Previcw | [ POF | [ Csv l [ Clear Options l [Fibe: B0 C
Filellx C
User ID:
Curr Per: 08
Mext Per: 08
VendorPurchase Order Reports ANZ150 = Outstanding Punchase Orders
INZO00 - Wer
Paramater Description Walise
Accounting Period Current {C), Next (M)
Sort by POiAcct (P), VendonPOVAcct (V]), Ong'POMAcct (0, Fund/PO/Acct {F)
e Reqsn ooy 0
Select Contract (C), Mon-Contract (M), or blank for ALL :]
Enter PO 8, Vendar #, Org. or Fund (Based on sortselection) blankferatll. [ ] ¢
Select Contract Type(s). or blank for ALL s
Sclect Organization Codefs), or blank for ALL :] :
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Date Run: Outstanding Purchase Order Listing Program: FIN2150
Cnty Dist ISD Page: 1 of 1
Sort Order: Fund/Fscl YoPOWCCT Az of August FiaiD: C
PO Vand Original
M Diate Vendor Name Mbr Reason Fnd-Fnc-Ob{. So-Org-Prg Amount Balance
204534 10-09-20  WALMART 00281 SPED SUPPLIES 159-11-6399.00-106- 23000 4249 4249
204536 10-14-20  WALMART 00281 PO Created by Req: 214607  199-11-6252.00-001- 11000 52.00 52.00
204543 11-14-20 1 AWESOME SHIRT 36834 PO Created by Req: 214616 1%5-11-6301.00-107- 11000 25,00 25.00
204547 05-20-20  WALMART 00281 EGQUIPMENT 1%9-36-6649. 30-007- 59000 425,00 425,00
04543 05-20-20  ZNK PARTMERS LLC 00002 INSTRUMENTS 159-36-6399 35007+ 53000 69859 E38 99
204549 05-20-20 OFFICE DEPOT 03082 BUSINESS CARDS 1%9-23-6399.00-001- 11000 62.50 62,50
204550  05-20-20 WELLS BROS. FARM & 00237 TRACTOR PARTS 1%9-34-6319.00-993- 53000 24199 2419
Totals for Fund 199/ 1,547.97 1,547.97
204534 10-09-20  WALMART 00281 SPED SUPPLIES 211-11-6293.00-993- 30000 4249 4249
Totals for Fund 2117/ 4249 42.49
Grand Totals 1,590.46 1,590.48
End of Report
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Reverse Purchase Orders

Reverse purchase orders.

(If applicable) Reverse purchase orders
Log on to file ID C.

If your LEA uses the purchase orders functionality in the Purchasing application, use one of the
following methods to reverse purchase orders:

Finance > Utilities > Fiscal Year Processing > Mass Purchase Order Reversal > Reverse PO by Fund
OR Reverse PO by Range

Reverse the applicable purchase orders by fund or range.

Note: Keep in mind that the Fiscal Year Close process automatically re-encumbers purchase
orders for continuing funds in the new file ID. If a purchase order should not be re-encumbered
because it was not fully liquidated but should have been or it was not fully liquidated and will be
canceled, use the Reverse PO by Range tab to delete the purchase orders by number.

Prior to reversing outstanding purchase orders, determine if purchase orders are going to be paid
against your historical file ID.

It is recommended to proceed with the reversals and pay the purchase orders with a payment
authorization in the historical file ID if needed. Be sure to reference the purchase order number.
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REVERSE PO BY FUND  REVERSE PO BY RANGE

Select  From Fundr Select  To Fundr | e )
Mo Flos I:I 199/5
O 211/5

i
W

)

If you have additional questions about this process, contact your regional ESC consultant.

O Select the fund/years for which you want to reverse purchase orders. Use the arrow buttons to
move fund/years from the left side to the right side of the page. Only select the fund/years that are
not staying in the current year. For example, if you have a multi-year fund that will continue into the
new year, do not move it over.

O Click Execute. A preview report is displayed with a list of purchase orders to be reversed.

* Process ] [ Cancel
=
Blun: Mass Purchase Ornder Reversal Report Fund / Year
Cnity Dist 15D Paga:1 ol 1
File ID:: C
PO Nbr Encum Amit Frd-Frc-0b). So-Org-Prog Vendor Name Reason
204534 4243 193-11-639900-106923000 00281 - WALMART SFPED SUPPLIES
204534 4245 211-11-6298.00-95% 30000 00281 -WALMART SPED SUPPLIES
204538 S200  199-11-633900-001- 11000  DOZE1 - WALMART PO Created by Riag: 214507
204543 2500  729-11-6301.00-101- 11000 36834 - 1 AWESOME SHIRT FO Created by Req: 214616
204547 A5 00 195-35-86459 30-001- 95000 00281 - WALMART EQUIPMENT
204548 65893  199-3546399.35-001- 99000 00002 - MK PARTMNERS LLC INSTRUMENTS
204548 £250  199-23-6395.00-001- 11000 (03082 - OFFICE DEPOT BUSINESS CARDS
204550 -24193  199-34-631500-39% 99000 00237 -WELLS BROS. FARM & RANCH TRACTOR PARTS
End of Repaort

[ Click Process to continue.

O If you receive a message about deleting related requisition records, click Yes. A message is
displayed indicating that the process was completed successfully.
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Application

@ The Mass Purchase Order Reversal process completed successfully.
* oK

O Click OK to close the message box.

Use the Finance > Inquiry > General Ledger Inquiry > General Ledger Account Summary tab to verify
the reversals. Enter a 4310 object code and mask (X) the rest of the account code to verify the
reversals.
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Address Unprocessed Payment Authorizations
Address unprocessed payment authorizations.

Address unprocessed payment authorizations
Log on to file ID C.

Finance > Reports > Finance Reports > Journals, Checks, Detail Ledgers > FIN1750 - Year to Date
Check Payments List

Run the FIN1750 report with the Select Paid checks (P), Unpaid checks (U), or blank for ALL
parameter set to U - Include only unpaid checks on the report.

This allows you to determine if there are any unpaid payment authorizations. All unpaid payment
authorizations need to be processed or reversed.

Fila ICx: C
Sousrmals, Chekes, Detusl Lidgers FINL7S0 - Yeas 1o Date Chck Payments List
HH Cash B
Paraimetel Do ighon il

YT iy (Y], YT aned Curmarst Morih IC), YT, Currond and Naxt Monith (4], Acct Persnty 01121 (2|
Seet by Ciiect (1), AcetCof (2], VenderS/Ciotidaet [3), VendonSiAoctCuE (4] [EN
include Rirveral Tramactions? [N, or Veided Chacks onky [V)
Select Computer Weitten Checks |C), District Writsen Checes (D). Both (B) [
Incluste Pyttt Dechuetion Checks? (N F
inclusde Transfer Chacks? (¥4 u )

P Pullish Report Gy 14 P ]
include DMLY EFT Payment? [EN] r“—]
include: Rizason in Publish Report? (1)

Selaet Paiel checks [P], Unpaie chads (L1 of Biank for ALL ]
Grlnct Vondorin), or blark for ALL [:] H
Select Bk ATt Groupis), or blank for ALL |
Selset Funal], o blnk for ALL :} 1
trter sigraficant digets. for felds o welect on i
From Dute PMMODTTYY). e blank for ALL ]

To Qate @4MODTTYY), or blank for ALL :]
From Check Mor, or blank for ALL I

Te Chexk Pibr, or blank for ALL [—]
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@ YTD Check Payments

Da you want to print fund summary for check payments?

P - [ ~

O Click Yes to print the fund summary for check payments.

Date Run: ¥-T-D Check Payments Program: FIN1750
Crity Dist: ISD Page: 1 of 1
From To Sort by Viendor Number, Check Number, Account Code File ID: C
Accounting Period: A
Check  Check  Vend POMNbr  Involcs Nbr Typ
Wbr Date Mbr Payes Organization Fnd-Frne-0bj.So-Org-Prog Cd Reason Amourt  EFT
00068 995 School 230012 C OCTOBER 8743 N
198-51-6359.00-959-455000
995 School 230012 C NOVEMBER 4396 N
199-51-6353.00-539-452000
959 School 230012 C SEPTEMEER 279 N
199-51-6383.00-393-453000
Chack Total: 159.43
Vendor 00088 Total: 15843
Grand Total: 159.43
End of Report

Use one of the following options to address any unpaid payment authorizations:

Option 1: Reverse an unprocessed payment authorization - Use this option if the payments are no
longer valid or necessary. This helps prevent overstating expenditures for the prior fiscal year.

Finance > Maintenance > Postings > Check Processing - PA
[ :

JOURMAL BUDGET JOURNAL INGUIRY PURCHASE ORDER CASH RECEIPT CREDIT MEMO CHECK PROCESSING - Pl CHECK PROCESSING - PO BOURMAL ACTUAL

P Mumber Wendor Number: I Retrieve ] | Directory Vlcw Aooount Details
P, Mumber: Sort Key ! Vendior Mame: Wendor Mumber:

100545 TRACTOR SUPPLY [ CITIBANK. N.ATRACTOR SUPPLY 35213

[ Reverse PA J l Dielete J

Delete Detail Reverse Prog Acct Per dcopunt Code Time Check Nor Check Date  Boazon Met Expend &mt  |mvoice Oate Iovoios Miw
f 0O Boese [ 08 199-34-631900-999 93000 - [TRACTOR PaRTS ] 250,00/ [05-20-200 | [ap153151561056)
Totals: 250,00

O Retrieve all existing payment authorizations. Individually review and reverse each payment
authorization as needed.

Option 2: Process a payment authorization - Use this option if the obligation is still valid and payment
is still required.
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Finance > Maintenance > Check Processing > Print Checks

PRINT CHECKS ~ VOID CHECK

WARNIMNG: If you choose to update files, export of Finance tables to a saved folder is highly recommended before running this process.

Beginning Check Mbr: Check Date:
Beginning EFT Reference Number:  E

Fund: [ JH

Check Select Date Range: me:l_ - J To: [ - ]

Apply any credit memaos up to the amount of the total invoices? (8) Yes () Mo

Sort Vendars by Alpha or Numeric?

O Type a Check Date (typically August 31st).

O Click Preview to view any outstanding items.

File Ilx C

PRINT CHECKS  WOID CHECK

Mzt Cancel ] Check Signatures

Selert versdors for printing chedis. Click Mot to view dhecles.

Check  Tons  Credit Secante | EFT POUPA  Chedk
[] Select i Number VendorSortiey VendorMame Amount Amount Amount  Check  Payment Bumber  Tene | Check Motes

& 0MEZ  OFFICEDEPOT  OFFICEDEPOT 12345 17045 o M M ]
Selected Check Amount Total 17345 Ohack Traes Aot Total: 13345 Crodit Aot Total 0.00

O Click Next to proceed with the usual check processing steps.
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(If necessary) Reverse/Delete Credit Memos

Reverse/delete credit memos.
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Delete CY Budget Amendments

Delete CY budget amendments.
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Review File IDs
Review file IDs.

Review file IDs

Prior to creating the new historical file ID, review the existing file IDs to determine if any need to be
deleted or copied to a new file ID.

Note: Keep in mind that all existing historical file IDs are subject to open records requests.

( TIP: It is recommended to only keep the numerical file IDs. This makes it easier for

LEAs to use the fiscal year when defining the Next Available numbers on the Finance >
© Tables > District Finance Options > Finance Options tab.

Year:[ C 2024 - 2025 +]  Account Period: [ 06 + [ Apply | Cancel |

C 2024 - 2025

92018 - 2019
B 2017 - 2018
72016 - 2017
6 2015 - 2016
5 2014 - 2015
4 2023 - 2024
32022 - 2023
22021 - 2022
12020 - 2021
02019 - 2020

If file ID 5 (2014-2015) exists and you want to retain it for historical purposes, log on to file ID 5 and
copy it to a new unused alpha file ID using the Finance > Utilities > Move Current to New File ID page.

If you do not need to copy to a new file ID, proceed to Step 11.

& Log on to the applicable historical file ID as this utility cannot be processed in the current
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ilj file ID (file ID C).

pirms Fle i [2 v

[/ Goleet  Fund [ Vear Vunad Deacriphion (Ciewve (B Conpy
P FGAL D Wrue () Comr
L

O In the New File ID field, select the file ID to which you want to copy all funds.

O It is recommended to copy all funds. Click the Select checkbox in the column heading to select
all funds.

O Click Copy in the column heading to select Copy for all funds.

O Click Execute. A message is displayed indicating that data is about to be copied from one file ID to
another.

Application E

@ You are about to Copy data from the current File ID 5 to new File ID AL

Do you want to continue?

\ |
[ o |
L ' ’

O Click Yes to continue. You are prompted to create a backup (export). A message is displayed
indicating that the process was successfully completed.

Application

@ The Mave Current to New File 1D process completed successfully.

-—p

O Click OK to close the message box.
O Log on to the historical file ID to verify that the copy was successful.

Proceed to the next step to delete file ID 5 (2014-2015). Deleting file ID 5 (2014-2015) allows the
2024-2025 fiscal year data to be saved in file ID 5.
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Delete File IDs
Delete file IDs.

Delete file IDs
Log on to file ID C.

Finance > Utilities > Delete by File ID

[ Execute *

Awailable File IDs Selected File IDs
I () 5 2014-2015

ijart

[ Select the file ID (file ID 5 (2014-2015)) to be deleted. Use the arrow buttons to move the file ID
from the left side to the right side of the page.

O Click Execute. A message is displayed indicating that you are about to delete the selected file ID.

You are about to delete Finance tables for the file id 5. All data for this file id will be removed

Do you want to continue with the deletion?

*[ Yes

O Click Yes to continue. A message is displayed indicating that the process was completed
successfully.

—
—
=
=]

S
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The Delete by File ID process completed successfully.

O Click OK to close the message box.
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Copy Current File ID to New File ID

Copy current file ID to new file ID.

Copy Current File ID to New File ID
Log on to file ID C.

Finance > Utilities > Move Current to New File ID
Create a new historical file ID.

Copy file ID C to the historical file ID 9. At this point, All fund/years should be selected to be copied or
moved.

It is recommended that you copy rather than move all fund/years to the new historical file ID. This is
a precautionary measure in case an error occurs and you need to delete the funds from the historical
file ID and run the process again.

In this example, all fund/years are copied to the new historical file ID 9; however, you can use a
different file ID.

Litilities > Move Current to New File ID

Qv YD
ud Select Fund 7 Year Fund Description Mowve ¥ Cop
L 16679 GEAR-UP GRANTESC 12 Move "= Copy m
* L 19979 GEMERAL OPERATING Movg "®' Copy
o 20479 TITLE IV Movg "='Copy
L 211749 TITLE |, PART A--IMPROVING BAS Movy "' Copy
L 224749 IDEA-B FORMULA Movy " Copy
L 225749 IDEA-B PRE-SCHOOL Movg " Copy
L 240749 MATIOMAL SCHOOL LUNCH PROGRARM Mowdg '® Copy
L 255/%9 TITLE I, TCHRE+PRIM TRNG/RCRTM “Movy ' Copy
L 270/9 TITLE VI, RURAL & LOW-INC Move "= Copy
L 289/9 SUMMER SCHOOL LEP Movg "®' Copy
L 40475 STUDEMNT SUCCESS IMITIATIVE Movg "= Copy
L 41079 STATE INSTRUCTIONAL MATERIALS Movy "' Copy
L 420749 MATHEMATICS ACHIEVEMENT Movy " Copy
L Loaio IMNTEREST & SIMKING - 2016 Movg " Copy
L ooy g INTEREST AND SIMNEING Mowdg '® Copy
L L] CONETRUCTION “Movy ' Copy
L 863/9 PAYROLL CLEARING Move "= Copy
L BE4/5 FINAMNCE CLEARING Movg "®' Copy
L B65/9 ACTIVITY FUNDS Movg "= Copy
L BEE/T ELEM ACTIVITY FUNDS Movy " Copy
L BET /G CONSTRUCTION CLEARING MDVEW
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In the New File ID field, select the file ID to which you want to copy funds. The file ID can be alpha or
numeric.

Select the top-level check box next to Select to ensure that all funds are selected.
Select Copy to copy all funds to the new historical file ID.

Click Execute. The following message is displayed.

?/ You are about to Copy data from the cumrent File ID C fo new File ID 9.
oy

Hﬂ

Click Yes to continue. You are prompted to create a backup.

Do you want to confinue?

If any errors are encountered, an error report is displayed. Review and clear the errors.
If no errors are encountered, a preview report is not displayed. Click Process to continue.

When the process is completed, a message is displayed indicating that the process was completed
successfully.

k‘"y The Move Current to Mew File ID process completed successiully.

Click OK to close the message box.

Generate the Finance > Reports > Finance Reports > Summary/Miscellaneous Reports > FIN3050 -
Board Reports to compare the fund totals in file ID C and the new historical file ID.
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Prepare the Current File ID

Prepare the current file ID.
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Review the Account Code Table

Review the account code table.

Verify actual fund balance obj.sobj codes
Log on to file ID C.
Finance > Tables > Account Codes > Fund

The Annual Audit page references your specific fund balance object codes (Schedule C-1) to
determine which codes the auditor uses to be compliant with the specific GASB 54 object codes.

Review your LEAs Schedule C-1 to verify that the appropriate object codes exist in the Actual Fund
Balance Obj.Sobj column.

Note: If federal funds will be deleted from this table, delete the fund code from the Personnel >
Tables > Salaries > Fund To Grant table. It is recommended to print the Fund to Grant table
prior to deleting the fund codes.

| il I0: €
FUMD  FUNCTION ORIECT SUBORIECT  ORGANEATION PROGRAM  EDUCATIONAL SPAN  PROIECT DETAL
T | T
O ot ] i GameOnon | SdameOnei | EomOhay  Taomsm
(18375 ) G- General cgeraninng w UL DASTRICT CHAIR | [z7oooa [3500:00 | Jra6ion | [21rica ]
196/ 5 G - Genoral operating | [AeasimyRmMER Cane ] (oo (360009 ] fratiea ] [mriee ]
(19975 ] [G-Generalogermiog  w| [CGEMERALFUND | [Eaoouoa [3s00:00 | FEE ] [2r71m0 |
[.'I:."| ] |',|-'|prf|.1\.r‘f-\rmr Ld [I SEA TITLE | PART A&D ] [In’l!:ﬂ:l [_lluIN:':':I ] 1263 00 ] [.'I-':IJIU ]
[22275 ] [5- Soecial reverns w| [DEA PaRT B FORMULA | [Eaoooa [3s00:00 | rz52.00 ] [p17im ]
[.'J':."i | |'|-'|ﬂf€|.'h.r‘€-\.|'rl.-' hd [;Rﬁ.'l PHRESCHOOL ] [In’l:l:(':l [II:I]:W ] 136200 ] [.'I-':w ]
[2875 ] [5: Spenat revene v| [DexParT B DISCRETIONART | [Eoooa [3s00,00 | EEE | [m7im ]
[Jlll."i | |'--'-nr<..\.rhrn.r hd ||(J-c:n'.r||'.'|fr ] [In’l:l:\‘.!'.l [II:I]:W ] 126200 ] [.'I-':w ]
[za275 ] [5- Spenat revenae v| [CRREER & TECH BAGIC GRANT | Evooso 3600.00 1262.00 | [rrrioo |
—

O Make any necessary changes or corrections.
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(Optional) Close Funds

Close funds.
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Perform the EOM Closing Process

Perform the EOM closing process.
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Delete Deduction Check Transactions

Delete deduction check transactions.
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Delete Liability Transfer Transactions

Delete liability transfer transactions.

Delete Liability Transfer Transactions
Log on to the CYR payroll frequency.
Payroll > Utilities > Transfer Transaction Processing > Mass Update/Delete

Delete existing processed or unprocessed liability transfer transactions.

Skip this step if there are no pay dates displayed in the From Pay Date and To Pay Date drop-
down fields. If no pay dates exist, this step may have already been addressed.

Note: Liability checks and transfers are retained for bank reconciliation purposes even after they
are deleted.

O Under Method, select Mass Delete.

O In the From Pay Date and To Pay Date fields, select the entire range of pay dates for the ending
fiscal year (include all pay frequencies).

O Select Delete Unprocessed Checks and Delete Processed Checks.
O Click Execute. A message indicating the number of records to be deleted is displayed.

O Click Yes to continue the process. You are prompted to create a backup. A message is displayed
indicating that the process was successfully completed.

O Click OK to close the message box.
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Mass Update Payroll Accounts
Mass update payroll accounts.

Mass Update Payroll Accounts

Log on to the CYR payroll frequency.

Payroll > Utilities > Mass Change Payroll Account Codes
This utility is used to select a fund/year number and change it to another fund/year number, taking
the transactions from the old fund/year to the new fund/year.

When logged on to the current year, only accounts for active employees are changed. When logged
on to next year, accounts for all employees are changed.

Mass change account codes:

Field Description

From Fund/Yr|Type the account code elements to be corrected.

To Fund/Yr |Type the corrected account code elements.

Note: Verify the fund/year code fields for accuracy. The system will change what is in
the From Fund/Yr field to what is in the To Fund/Yr field, even if it is not correct.

O Under Current Year Frequency, select from the following options:
e 4 - Biweekly

e 5 - Semimonthly
e 6 - Monthly

O Under Options, select from the following options:

Update Distributions - Only active employee records are updated.

Update Transmittals (Unprocessed) - Processed transmittals are not updated.
Update Job Code Table

Update Extra Duty Table

Update PMIS Distributions
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O Click Execute to initiate the mass change of the selected payroll account codes.

e If any errors are encountered, the Mask Crosswalk Error Listing Report is displayed.
e If no errors are encountered, the Mass Change Payroll Account Codes Report is displayed.

O Click Process. You are prompted to create a backup. A message is displayed indicating that the
process was successfully completed.

O Click OK to close the message box.
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Update Employee Distribution Fiscal Year
Update employee distribution fiscal year.

Update Employee Distribution Fiscal Year
Log on to the CYR payroll frequency.
Personnel > Utilities > Mass Update > Employee

Update the employee distribution fiscal year for all employees (active and inactive). Inactive
employees include subs, hourly, and temporary employees. In order to delete a fund, both active and
inactive employees should be selected at this time.

This step does not update PMIS data.
O Under Pay Status, select Both to include both active and inactive employees in the process.

O Under Reset, select Fiscal Year to update the employee's distribution fiscal year. The text field to
the right is enabled, type the fiscal year.

O Click Execute. The Employee Mass Update Report is displayed. Review the report.

O Click Process. You are prompted to create a backup. A message is displayed indicating that the
process was successfully completed.

O Click OK to close the message box.
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Create New Accounts

Create new accounts.
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Verify the Bank Account Group Fund Fiscal Year

Verify the bank account group fund fiscal year.

Verify bank account group fund fiscal year
Bank Reconciliation > Tables > Bank Account Fund Groups > Bank Account Group Funds

By default, the fiscal year is masked (i.e., X). It is recommended that the fiscal year remain masked;
however, it can be changed to the next fiscal year.

|"
\ TIP: This is a good time to add, remove, or clean up funds if necessary.

i s | | Reset |
BANK ACCOUNT GROUP BANK ACCOUNT GROUP FUNDS
Group Code: [ 0001 - GENERAL OPERATING v |
Dol A Fund EsclYr Obj Sobj [l nt Type Investrnent Description

182 [ ¥ )

m ( vl )

o ( vl )

[c-cd  ~] (INDEPBANKCD ]

m [c-co v| [INDEP BANK NOW ACCT ]
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Delete Prior Year Funds

Delete prior year funds.
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Delete Old Account Codes

Delete old account codes.

Delete unused funds
Log on to file ID C.
Finance > Tables > Account Codes and Budget > Tables > Account Codes > Fund

Delete the funds that are no longer needed in both the Budget and Finance tables.

[_ S ] Fle I €
FUND  FUNCTION OBIECT SUBORECT  ORGANIZATION  PROGRAM  EDUCATIONAL SPAN  PRONECT DETAIL
l — J | Print J
O et tams s buna O BeeOnGn  Seowis  foaoham B
8375 | [G-Geremioperating  »| (Ui DETRICT CHAR | [3rocoe ] [z600.00 ] (126100 ] [z217io00 |
(875 ) [G-Genoraloperating v [READEMASUNMER CAMP ] [sreace ] (w000 ] [26100 ] [araoe ]
[199/5 | [G:Gererdoperating  w| [GEHERALFUND ] [aroaoe ] [z60000 ] [rz6100 ] [zr7io0 |
® [s ] [5-Secostrevenue v [ESEA TITLE IPART A0 ] [preace ] [me0a00 ] [126200 ] [marioe ]
- Iua.u I | 5 - S revenue [ | T | || BB ] |z500.00 | | B | | EEE |
@7 ) [5-seomrearer ~) e pT 8 oA = = ) @aw ) @aim )
[Eis ] [5- Seecal reenue w| [IDEAE FRESCHOOL | [zroane ) [2600.00 ] (26200 ] 217100 |
- | I | B w || Jriin COST FUNDS | [erovce | | =D | [126200 | | R ]
[2Ers ) [5-Secoatlrevenue | [IDEA FAAT 8 DISCRETIONARY ] [3rocoe ] [2600.00 ] (126200 ] [z171o00 ]

[ Select the funds to be deleted.

I': ,I TIP: Reference the pagination information at the bottom of the grid to view the number
@ of pages with data and begin deleting rows from the last page.

O Click Save. A message is displayed prompting you to continue.

Confirm Delete
@ All marked rowis) will be deleted.
Click OFK to continue, or Cancel to stay on the current page.

* oK Il Cancel

2026/04/05 23:26 35 financeeoyprocess



https://help.ascendertx.com/business/doku.php/finance/tables/accountcodes/fund
https://help.ascendertx.com/business/doku.php/budget/tables/accountcodes/fund
https://help.ascendertx.com/business/lib/exe/detail.php/general/fin_eoy_step_7_account_codes_fund_delete.png?id=general%3Aquickview%3Afinanceeoyprocess
https://help.ascendertx.com/business/lib/exe/detail.php/general/fin_eoy_step_7_confirm_delete.png?id=general%3Aquickview%3Afinanceeoyprocess

Business

O Click OK to continue. A message is displayed indicating that the rows were successfully deleted.

Note: If grant codes were removed, be sure to communicate with your Human Resources/Payroll
department to ensure that the appropriate grant codes are reassigned as needed.
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Move Budget to Finance
Move Budget to Finance.

Move Budget to Finance
Log on to file ID C.

Finance > Utilities > Fiscal Year Processing > Move Budget To Finance OR Budget > Utilities > Move
Budget To Finance

IMPORTANT: If you perform this process in Finance, it is recommended that you
/1 manually create a backup (export) using the Finance > Utilities > Export by File ID page.

&N i you perform this process in Budget, the system will prompt you to create a backup
(export) automatically.

Once the next year budget is approved and in the Approved column, the Budget is ready to be
moved to Finance.

O Click here if you need to copy Budget from the Recommended level to the Approved level.
O It is important to address account locks prior to moving Budget to Finance.

¢ Use the Maintenance > Budget Data or Budget Data - Quick Entry pages to review
account locks.
e Use the Budget > Utilities > Mass Lock/Unlock Funds page to unlock funds.

Use one of the following to ensure accuracy:
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(@) Summary

[ Retricve ] [ Aosot l File ID: M
OTetals [ Exclude Objocts 61%X
e cooe (550 () ooy () B0 (O () ()i (0):
Fund Func Oy Sobj = B g
| Rl 4 b [
Dt R Acoount Code Irquiry - Summany
Crity Diist TEXAS 15D Page: 3 of L]
000 200 000K X0 00K K 00 X MK Fila I0: N
2023 - 24 2024 - 2025 2024 - 2025 2024 - 2025 2025 - 2026 2025 - 2026 2025 - 2028
Last¥r Closing  This r Original This ¥r Amend This *r Actual Nt ¥r Mt ¥t Mt r
Fund Description Ammi Buodget Budget Amk P g
199-00-5711.00-000-600000  TAXES - CURRENT 446745 88 4.329.309.00 4.375.903.00 167533588 000 4 457 45900 4 457 489 00
198-00-5712 00-000-600000 PRIOR YEAR COLLECTIONS 770,326 36 693,731.00 £93.731.00 TIAATE 000 L1} 0.00
196-00-5719 00-000-600000  PENALTY AND INTEREST 307,527 45 302.700.00 302.700.00 11458242 0ol 307.200.00 307.200.00
199-00-5729.00-000-600000  COLLIN COUNTY COMMUNITY COLLEG 12089177 119.860.00 115.850.00 4707458 000 121.830,00 121.830.00
158-00-5732.00-000-200000  TUITION & FEES 1.711.50 0.00 0.00 ok ) 0oo 1.000.00 1.000.00
199-00-5739.00-000-600001  TUITION PRE-K 000 0.00 000 0o 000 0.00 0.0
155-00-5742 00-000-600000  INTEREST FROM INVESTMENTS 6,552 66 .00 000 0 0.00 .00 000
199-00-5743 00-000-600000  RENTAL FACILITES TR 92 163145700 363148700 140815940 000 ATNITT00 AT0377.00
193-00-5743 00-000-600001  ATHLETIC REVENUE -FLAYOFF HOST 000 .00 000 0o 000 Q.00 000
156-00-5744 00-000-600000  DONATIONS oo 0.00 000 0o 000 .00 0.0
199-00-5744 00-000-500001  CITY SECURITY GRANT 62.377 87 61.200.00 61.300:00 241251 0o 62.200.00 62.300.00
199-00-5744 00-000-655081  GIFTS & BEGUESTS 63,447 85 6251300 62513.00 24620015 000 63.623.00 63.623.00
196-00-5744 81-000-600000  WILLOW WOOD LAND DOMATION 283608 25 280.500,00 280 500.00 11057112 oo 286.000.00 286.000.00
193-00-5745.00-000-600000  INSURANCE CLAIM TASE 20-21 57.111.69 55,800.00 55 200,00 21871 000 56,500.00 56.800.00
1595-00-5745 1-000-600000  (NSURANCE CLAIM AUTO TH02 .00 000 0uia 009 a.60 0.00
199-00-5745.00-000-600000  REVENUE 000 0.00 000 0.0 000 0.00 0.00

When data is moved from Budget to Finance, the following occurs:

e The JV Number Description field is populated with MOVE BUDGET TO FINANCE.
* The Reason field is populated with OPENING ENTRY.

O Run an inquiry on the Budget > Inquiry > Budget Account Codes Inquiry page and compare the
Next Year Approved column to the board-approved budget.

O Generate the BUD2050 - Budget Board Report by Function report and compare it to the board-
approved budget.

O It is recommended that the federal fund budget is verified with the NOGA/Grant application.

O All federal and state grant funds should be in balance (estimated revenues = appropriations).
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Update Amaount Options
Cogy Actounts Dgtices Account
) ting Period P Mumbser: .

() Full Amaount
| Cogry 2000 Balanod accounts

O oitterance - : ) Curnerz 03 Transaction Datec [ 09.01-2025
Copry Account Code Tablas . -

(O) Original Budget {0 Mear: 0%

Only

Fund | Year Description Fund | Your Dascription

1E3 /6 LAL DISTRICT CHAR

198 /6 ACADEMYYSUMBMER CAMP
19816 GENERAL FUND

21176 ESEA TITLE | PART ASD
XI5 IDEA PART B FORMULA

[ 1836 | [ DISTRICT CHAR

[[198/6 | [ACADEMYISUMMER CAMP

[[199/6 ] [cENERAL FUND

[[211/6 ] [eseammie IPaRT AsD

2306 IDEA PART B FORMULA
Fr- 1] IDEA B PRESCHOOL

22616 IDEA PART B DISCRETIONARY
4016 FOOD SERVICE

24476 CAREER & TECH BASIC GRANT
25515 ESEA TITLE N PART A

25516 ESEA TITLE N PART A

26316 TOTLE NI RART A

266/6  ESSER

[ 22475 | [iDEn PART B FORMULA

[ 22416 ] [|D€-z PART B FORMULA

[[225/6 ] [ioen e PrescHooL

[[226/6 | [IDEA PART B DISCRETIONARY

[ 24076 | [FooD sEmvcE

[(24476 ] [CAREER & TECH RASIC GRANT

[[255/5 ] [eseanmieunrarTa

2T i6 CORIMAVIRUS RELEIF FUMD [ IMEJE I |E‘§.hA‘TLE Il PART A

28145 ESSERM [ W36 ] [rm_: Wl PART A
281 /6 ESSERM
[(a66/6 | [Essens
8275  ESSERE
s83/6  CELEAm [[37776 ] [comormamus RELEF FUND
28375 EASERSURP [[281/5 | [esser
283 /6 ESSER SLPR

[(a81i6 ] [Esser

28476 IDEABARP
28371 TITLE 4 13-20

[[282/5 ] [esserm

00000000000 000000000oDoOOoDOo00oOooOooO E
O000000O0DO0O00O0O0O0OO0OO0O00OO0ODODOOO0O E

2B8/2  FEDERALLY FUNDED > (zs2/6 | [escenm
288/5  FEDERALLY FUNDED [(283/5 ] (essemsuep
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Under Update Amount Options:
Full Select if you are moving your budget to Finance for the first time. If Capture Original

Amount |Budget Flag is selected on the Tables > District Budget Options page, Finance is
populated with the original budget. The estimated revenues, appropriations, and if
necessary, a 3XXX balancing account are updated/created each time this option is
performed. If an account has an existing balance in Finance, the Budget amount is added
to the existing balance (e.g., an existing account has a $1000.00 balance, and the Budget
amount is $1500.00; the Budget amount is added to the balance to equal $2500.00).
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Other options include:

Difference |[Select if an account has an existing balance in Finance, the difference between the
Budget amount and the existing balance is added to the account (e.g., an existing
account has a $1000.00 balance, and the Budget account is $1500.00; only $500.00 is
added to make it $1500.00, or if Finance has $1500.00 and Budget has $500.00,
$1000.00 is subtracted to make it $500.00). If Capture Original Budget Flag is
selected on the Tables > District Budget Options page, Finance is populated with the
original budget. The Estimated Revenues, Appropriations, and if necessary, a 3XXX
balancing account is updated/created each time this option is performed.

Original Select to allow to capture the original budget. No other columns in the Finance general
Budget ledger are updated, and no transactions are inserted. If the account does not exist in
Only the general ledger, it is created. When this option is used, Capture Original Budget

Flag on the Tables > District Budget Options page is ignored. If an account has an
existing original budget amount in Finance, the Budget amount is added to the existing
original budget amount (e.g., an existing account has a $1000.00 balance, and the
Budget amount is $1500.00; the Budget amount is added to the original budget
amount to make it $2500.00).

If you need to run the utility again, contact your regional ESC consultant before proceeding, as
your selections could significantly impact the results.

A warning message is displayed with a preview of the accounts informing you that account codes with
balances exist in Finance.

O Under Copy Account Options, select the following option to ensure that any new account
component is available in Finance. If there is a missing account code component, Finance will not
update the budget. If you select Copy zero balance accounts, general ledger accounts that do not
have a value in the Approved Budget column are created.

Copy Account|Select to add this account code table to the existing Finance account code table for
Code Tables |all funds, functions, objects, etc. that do not exist in the current Finance account
code table. If accounts do exist in the current Finance account code table and
changes were made to the descriptions, the existing description in the Finance
account codes are replaced.

Note: If you manually added the new account codes to the Finance account code
table, this option does not need to be selected. However, if the account codes do not
exist in the current Finance account code table and this option is not selected,
database errors may occur.

[ Select one of the following Accounting Period options:

e If Current (Open) Accounting Period is selected on the Finance > Tables > District Finance
Options > Accounting Periods tab, Current is selected by default.

« If Next Accounting Posting Period is selected on the Finance > Tables > District Finance
Options > Accounting Periods tab, Next is selected by default.

JV Number Set to 999999 by default but can be changed. Type an alphanumeric journal
voucher number. If a duplicate journal voucher number other than 999999 is
entered, an error message is displayed. If a duplicate journal voucher number
other than 999999 is typed, an error message is displayed. This field is required.

2026/04/05 23:26 40 financeeoyprocess



https://help.ascendertx.com/business/doku.php/finance/tables/districtfinanceoptions/accountingperiods
https://help.ascendertx.com/business/doku.php/finance/tables/districtfinanceoptions/accountingperiods
https://help.ascendertx.com/business/doku.php/finance/tables/districtfinanceoptions/accountingperiods
https://help.ascendertx.com/business/doku.php/finance/tables/districtfinanceoptions/accountingperiods

Business

Transaction Date Defaults to the system date but can be changed.

Type 09-01-20XX for standard fiscal year LEAs.
Type 07-01-20XX for early start LEAs.
This field is required.

O Select the current fund/years. Use the arrow buttons to move the selected fund/years from the left
side to the right side of the page.

O Click Execute to move the budget funds to the Finance general ledger. If performing this process
in Budget, you are prompted to create a backup (export).

Review the error report, if available.

If an error report is not displayed or if Process is clicked on the error report (for out-of-balance), the
following reports are displayed:

Note: The first report displays the account changes (i.e., fund balance entries) and the second
report displays the budget data.

While users may manually enter fund balances, Account Change Notifications are produced if a
fund being moved is not in balance (e.g., Estimated Revenues + Other Resources does not
equal Appropriations + Other Uses). The journal voucher number and the transaction date are
displayed in the report header. If the budget is not in balance, the move can still be processed.
The difference is automatically entered in the Budgetary Fund Balance, or you can cancel the
move and correct the budget. All federal and state grant funds should be in balance (estimated
revenues = appropriations).

#[ Process ] [ Cancel

- N
2

Time Run: Errod Report - Move Budgel o Fiancs General Ladges Pagec 1of 1
Cnity Dist- 150 Fila ID: C

From Budgelt File ID N To Finencs Fils ID C Acct Per. 09

JV Mufiber: MOWVBUD Transsetion Date: 09-01-2025

Thee following Budgel Funds are nol in balance.

Chooss Process o have an offsal iransaction creabed for each fund that = oul of balanca.
Choose Cancel o nol move Budgel amounts 1o Financa,

End of Report

FndiYr Total GL Debils Total GL Cradils Oul of Balamnce Ami
1986 0o 232 BET.00 232 BET.00
1956 0o 3457200400 34,572.004.00
1% 0o 4043200 4043200
2886 00 10,432.00 10,422.00

A general journal is produced if any accounts are updated for Finance. The journal voucher number
and the transaction date are displayed in the report header.
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*| Process Cancel

o & 0
Time Run: Move Buddged i Firsncs General Ledger Page: 1 of 356
Chnily D= IS0 Fila ID:C
From Budgel N To Finance C Actl Per. 09 Actounl Change Nolficaions:
JV Numiber: MOVBUD Transaclion Dete: 09-01-2025
Firaunee Ami
Fid-Frie-0bj_Sa-Org-Prag Dragasiation Before Updste  Budget Amt Action taken

158-00-3 700, 00-000-600000 BUDGETARY FUND BALANCE 00 232 687 .00 Offset Acct updated o balance fund

Fumnc 00 Totsls: 0 232, 687.00

Fund Totals: D0 232 687.00

O Click Process to post the selected accounts to the Finance general ledger. Either the estimated
revenues, appropriations, or balance columns are updated based on the account class and the

accounting period.
* Process ] [ Cancel

0 & 5 4 b

Tiene Run: Meve Budget 1 Finanes Genaral Ladger Page: 170l 358
Crity Dist: (IS0 File ID: ©

From Budget N Ta Finance C Acel Per: 08 General Joumal

S Mumbar, MOVBUD Transaction Date: 09-01-2025

Fed-Frie-0ibj. So-Org-Preg Deserplian Debitz Credils
195-00-3700.00-000-800000 BUDGETARY FUNMD BALAMCE 34.572,004.00 oo
195-00-3711.00-000-600000 TAXES - CURRENT 4.457,469.00 oo
195-400-571 2. 00-000-800000 PRIOR YEAR COLLECTIONS 0o 0o
195-400-5719.00-000-500000 PEMALTY AND INTEREST 307,.200.00 0D
195-00-3729. 00-000-800000 COLLIM COUNTY COMMUNITY COLLEG 121,830.00 0o
100 00 ST90 00 OO0 SnnnTin T NTLCR O DR an 0o

A message is displayed indicating that the Move Budget to Finance process was completed
successfully.

he Move Budget to Finance process completed successfully.

*[ oK

[ Click OK.
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Due to Funds
Due to Funds.

(If applicable) Address due to funds for credit cards
Log on to file ID C.

Finance > Tables > Credit Card Codes > Due To Fund

Save File ID: C

CREDIT CARD CODES DUE TO FUND

Starting Fund: [:] [ Ritrieve ] [ Print ]

Delete Fund  To Fiscal Year Description

i [1we] [ & ] [GENERALFUND ]

This tab is used to determine the new fiscal year for any new entries that are created using existing
credit card transactions.

Retrieve a starting fund:

Field Description

Starting Fund|Type the starting fund from which you want to retrieve data.
Click Retrieve. A list of fund codes equal to and greater than the entered starting
fund is displayed.

Add a fund:

Fund Type a fund from which the credit card transaction was created.
To Fiscal Year|Type the fiscal year to which the new transactions created from the Fund field will
be posted.
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Description [Type a user-defined description for the due to fund. The field can be a maximum of
30 alphanumeric characters.

O Click Save.
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Update Finance Options

Update Finance options.

Verify/update Finance options
Log on to file ID C.
Finance > Tables > District Finance Options > Finance Options

Verify that the data is accurate for the new fiscal year and update the fields as needed.

File 00x

Finance Options Purchasirg Options
vt Einance Fiucst Yasr B0 (tyert Code Rewtricton [ Class 100K, 200C G0 and B0 v
[Schecscl Yieas Pricd Fasderal 1D Mumbser on PO )

Uie Actomats CYR Reguiisen Number @

Agignment.
Ohvstract Federal 10 Mumber
I I et Al atie CYR Benuston Mumber | 360001 I
Starteng Acc ]
Use RuAomaie H7R Regusion Hursibes
Chumge PO Crasted by & Reguisitics AsSaghmant )
Use Asset Manasgemaent Cross Reference Biexl Aadatie WYR Beouetion Nurmbe -
Tasle O
s AuADrmatic Wendor Mumt @
=]
- -
Use Automatic [V Number Assignment. (7] . @
[——— | it Avatabie N BO N
Unar Auaormats Ramwgit Pt Ruried Apgronal Path F E|
P @
I I3 . ALK s 160001 I s
Op(.o' =
Use Audnmmats Pb Mumber ) |
Amendme Cutall Dete
Dved suit Ameradnent Ao ason [
T Lhis trs

Payables. Date Lksd

Drsplary GL Ingusry Warning
I Hesd Axadable Amencmint Mumbe EEOOD1 |
Wi Finance Uier Profila for GL nguiry
irill oy 1] ractr gt Cieril Ot Mangh D,‘
Allgw for repost apkon when voiding eirect Cost Sub Otyect Mask -
Allgw hor Approval Process @
Rwwet Approwsl Path U
Student Activity Fund R Ciptiones.

O Under Finance Options, ensure that the following fields reflect data for the new school year:

e Current Finance Fiscal Year
e Previous Year File ID
* School Year and Starting Accounting Period - These fields should be automatically updated
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after the Fiscal Year Close utility is processed. The starting accounting period should be either
07 for June year-end LEAs or 09 for August year-end LEAs.

& IMPORTANT: If the School Year and Starting Accounting Period fields were not
automatically updated, contact your regional ESC consultant for further assistance.

While on this page, you can also update your next available numbers under Finance, Purchasing,
and BAR if you choose to.

It is recommended that you incorporate the year in the next available number sequences. In
this example, for fiscal year 2025-2026, 6 is the second digit in the next available numbers.

¢ Do not update the Next Available Vendor Number as this number should remain in the
same sequence from the prior year(s).

Notes:

e If applicable, update the Student Activity Fund/Year field.
e If your LEA has started using the revenue and expenditure codes for the Student Activity
Fund, then this section should be blank.

Student Activity Fund

Fund / Fiscal Year: a65 @

Use SobjfOrg for AlL
Offset Accounts: D

IUse Finance Clearing
Fund:

Finance > Tables > District Finance Options > Clearing Fund Maintenance

Update the Finance and Payroll Clearing Fund/Fiscal Year fields. Be sure to verify your offset
accounts for the new fiscal year.

[ File ID:

FINAMCE OPTIONS ACCOUNTING PERIODS CLEARING FUND MAINTEMAMCE

Codes for Fiscal Year: E | Aetric | | Add l Delets ]

Finance Cleaning Fund / Fiscal Year: [199/6 Payroll Clearing Fund / Fiscal Year
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Verify that the data is accurate for the new fiscal year and update the fields as needed.

/> IMPORTANT: Some LEAs may have old data for fiscal year 6; therefore, it is required
! . to complete the following steps to ensure that you are creating a new fiscal year 6
record.

O In the Codes for Fiscal Year field, select 6 and click Retrieve. If data exists for fiscal year 6, it is
displayed.

O Click Delete. The following message is displayed.

@ Confirm Delete

Are you sure you want to delete this row?
* Yes || No

e Click Yes to continue.
e Click Save to save the changes.
e Click Add to create the 6 fiscal year record and complete the following fields:
o In the Finance Clearing Fund/Fiscal Year field, type the applicable fund (e.g., 164/6,
864/6, etc.) according to your LEA.
o In the Payroll Clearing Fund/Fiscal Year field, type the applicable fund (e.g., 163/6,
863/6, etc.) according to your LEA.

Review and complete the other fields on the page as needed.
The fiscal year value is automatically populated in the Overpayment Account field.
O Click Save.

Review the fields under Payroll Automatic Posting Defaults to ensure that all fields are correctly
populated.
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Update HR Options

Update HR options.

Update payroll clearing fund/year
Log on to the current year.
Payroll > Tables > District HR Options

Update the Payroll Clearing Fund/Year field.

Save Year: C

HR OPTIONS
Retricve ] ’ Print ]

TRS District ID; Calculate Accrual Salaries:

Federal ID Mumber [EIN): Check Amount - Alpha:

Payroll Clearing Fund/Year: Summarize Benefits Interface: L

TWC District ID: Supplemental Tax Rate:

Standard Hours per Workday:

Payroll Clearing This field is automatically populated with the payroll clearing fund/year
Fund/Year selected on the Finance > Tables > District Finance Options > Clearing Fund

Maintenance tab.

If not, click ™ to select the fund/fiscal year for the current year to be used as
the clearing fund/fiscal year when interfacing to Finance.
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Update the Accrual Table

Update the accrual table.

Update accrual expense table
Log on to the current year.
Payroll > Tables > Accrual Expense

If your LEA accrues, the accrual expense table must be updated.

-

ACCRLIAL EXPENSE

- EEEREERE

O Click +Add to add a row.
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Field

Description

Fund

Type a three-digit fund that may be in the employees’ distribution history (accrual)
records where an alternate fiscal year needs to be used for the posting of the
accrual expense. The first search is for a specific fund (all three digits match). If the
fund is not found, the next search starts with the first two digits of the fund, and if
not found, it searches for the first digit of the fund. If no match is found, no change
occurs, and the accrual expense is posted according to what is in the account
distribution history.

Note: A complete fund mask (XXX) cannot be used.

Expense Fiscal
Year

Type a one-digit code to be used in conjunction with the Fund field to identify
employee distribution history (accrual) records that need to be posted with a
different fiscal year (see the step above).

Description

Type the fund description. The field can be a maximum of 30 characters.

O Click Save.
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Perform Purchasing Maintenance
Perform Purchasing maintenance.

(If applicable) Clear/move NYR requisitions to CYR
Log on to file ID C.
Finance > Utilities > Fiscal Year Processing > Clear/Move NYR Requisitions to CYR

If your LEA uses the next year Purchasing feature, move all purchase orders and requisitions that
were created in next year Purchasing to Finance and current year Purchasing.

)« File ID: C

Requisition Accounting Period in Current Finance: 09

PO Date:| 09-01-2025 ]

() Clear Mext Year Reguisitions Only

(®) Move Next Year Requisitions to Current and Update Finance

The Requisition Accounting Period in Current Finance field is display only and is populated by
the requisition accounting period data from the Finance > Tables > District Finance Options page.
Requisitions that are moved to Finance are created in the current accounting period.

O In the PO Date field, type 07-01-20XX for June year-end LEAs or 09-01-20XX for August year-end
LEAs.

O Select Move Next Year Requisitions to Current and Update Finance to transfer all next year
requisitions to the current year and update the Finance general ledger.

O Click Execute. The Over Expend Report is displayed if you have account codes that are over
budget. Review and print all of the reports.

O Click Continue. The Move Next Year Requisitions to Current Year report is displayed. Use this
report to determine if budget amendments need to be done in Finance.

O Click Process. The following message is displayed indicating that the process was successfully
completed.

O Click OK to close the message box.
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Update the Purchasing Cutoff Date

Update the Purchasing cutoff date.

Update Purchasing cutoff date
District Administration > Options > Purchasing/Warehouse > Current Year

Depending on your LEA's needs, update the Purchasing Cutoff Date to allow users to create
purchasing requisitions.

It is recommended to update the Amendment Cutoff Date under BAR Options on the Finance >
Tables > District Finance Options > Finance Options tab.

CURRENT YEAR  MEXT YEAR

——— Pt

Use Blind Receiving O Use Req Mumber as JV Number:

Allow Partial Receiving: Cuttoff Date: DE-01-2026
Allow Receiving Overage: D Percent of kems Over:
Print Extended Description: Create Receiving Payables:

Allow for Approval Process: Restrict Campus/Dept D
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Update User Accounts

Update user accounts.

Update user accounts

District Administration > Utilities > Mass Update User Account by Fund

Mass update all account codes assigned to specific years. The fund/year does not need to exist on the
Finance > Tables > Account Codes > Fund tab. If the fund/year exists in the table, but the Fund
Description field is blank, or if the fund/year does not exist in the table, the following message is
displayed in the To Fund/Yr Description field: “Fund/Yr does not exist in Finance.” The process will

run correctly regardless of this message.

St Froe Fusaty Desacripbine Sl T Fundsr Duneription
O 865/ 5 STUDENT ACTRATY FUND (] BES E STUDENT ACTIATY ACCOUNT
D RS D . T P yia F -
[:"\‘.': ].IEII W TT o d MOt Caoit in Faenarsoe

< ]
(=]

o f |

HEEEEEE

E&E

Process
Accounts Recsivale
Budget
Budget Amendment Heguests
Finare
Grants ard Progects
Purchasing Reguisiticon
Restock Aequisition
Traved Reimbursement:

Warchouse Requisition

O Select the fund/years to be updated. Use the arrow buttons to move the fund/years from the left

side to the right side of the page.

O Under Options, select the processes to be included.

O Click Execute. A message is displayed indicating that the update was successfully completed.

Application

@

Process completed successfully.

5
*{ oK
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O Click OK to close the message box.

To prevent system issues related to roles, be sure to keep Business and Student roles
separate in Security Administration. Also, make sure Business roles do not have

@ campuses assigned.

You can generate the Security Administration > Reports > List of Users by Permission
report to review user details such as the last login date and then modify as needed.
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Proceed to Human Resources
Proceed to Human Resources.

Notify HR/Payroll to proceed with the first payroll

@ This step does not apply to June year-end LEASs, as they are not processing the first
payroll of the school year at this time.

Reminder: Since the fiscal year was updated for only active employees during the Fiscal Year
Close process, be sure to verify that the fiscal year is correct for all employees.

After all of the above steps are completed:

O Notify your LEA's Human Resources/Payroll department to proceed with the First Payroll of the
School Year (September Start LEAs) process.

O The first payroll of the school year cannot be processed until the budget is moved to Finance and
the clearing fund for the new fiscal year is created.
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Create ASCII file

Create ASCII file.

Create ASCII file
Log on to the historical file ID.
Finance > Utilities > Finance Audit Extract

When all of the necessary end-of-year entries are posted and the auditor requests the ASCII file, use
this utility to create the file.

Note: The utility can be run more than one time; however, all necessary end-of-year entries must
be posted prior to running the utility.

Extract File ID: M
C Fi Audit File fro veart
reate Finance Audit F m
Acct Period| |
(®) Current General Ledger Thiu: |j
D‘mar To Date General Ledger Fiscal Year Q
O Current and YTD tranzaction filas
Year 2
Acct Period| |
Thiu: C]
Fiscal Year: G
Field Description
Current Select this option to display the balances for all accounts in the current month only
General (not next month balances) (e.g., use this option if the last month of the fiscal year has
Ledger not been closed in the file ID you are extracting from).

CAUTION: If the extract is run a second time and saved to the same drive or CD on
the same day, the file is not overwritten as indicated, but all records are added to the
first file. It is important to note that if you are doing multiple extracts on the same
day, it is highly recommended that you rename your path or folder so you have both
copies. Submit the copy that reflects your August 31 balances.

O Leave the Year 1 and Year 2 fields blank.
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O Click Execute. A text file is created with the current balances, which your auditor can upload.
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Addendum

Addendum.

Addendum

O If you carried forward balances, adjusting entries have to be posted in the historical file ID and in
the current file ID if it affects a balance sheet account.

O If you did not carry forward balances, adjusting entries have to be posted in the historical file ID.
Opening entries must be posted in the current file ID with either a manual journal entry, the Import JV
Transactions utility, or using the following steps:

Log on to the historical file ID.

Use the Finance > Utilities > Move Current to New File ID page to copy over the funds that need
to be updated to an unused temporary file ID. Important: Be sure to log on to the new
temporary file ID.

If not previously completed, journal the 3700 amounts to the 3600.

Perform an end of month closing.

In the temporary file ID, use the Finance > Utilities > Fiscal Year Processing > Fund Close (5XXX
- 8XXX) page.

Use the Finance > Utilities > Fiscal Year Processing > Create New Accounts by Fund page to
update file ID C balance sheet accounts. Select Carry Forward Totals for applicable funds.
Keep in mind that some balances may have already been carried forward (e.g, Student Activity
Funds).

Use the Finance > Utilities > Delete by File ID page to delete the temporary file ID created for
this process.

Final notes: If you keep the rollover fund details in the current file ID all of the 6/30 or 8/31 balances
must be removed from the budget and actual for the actual amounts as required for the audit. The
Finance > Utilities > Import JV Transactions can simplify the posting of large entries. The required
layouts are located in Help.
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(Optional) Duplicate Auditor Adjusting Entries

Duplicate auditor adjusting entries.

(Optional) Duplicate Auditor Adjusting Entries
Finance > Maintenance > Postings > Journal Actual

Duplicate the adjusting entries from the prior fiscal year file ID to the current file ID as you will need
to record the auditor adjusting entries in the prior fiscal year file ID for PEIMS.

Note: All errors must be addressed and cleared prior to continuing the process.

Retrieve a JV Number.

In the transaction section, select an existing transaction to be duplicated. Click Duplicate JV. The
associated journal actual fund/fiscal year transactions are displayed.

Click Execute to create the duplicate JV. A message is displayed indicating that the update was
successfully completed.
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