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ASCENDER - Finance End-of-Year Process

Created: 05/10/2019
Reviewed: 06/07/2024
Revised: 06/11/2024

The purpose of this document is to guide you through the process of ending the old fiscal year
2023-2024 (FY 4) and beginning the new fiscal year 2024-2025 (FY 5). LEAs must be in the last
accounting period prior to beginning this process. The following processes are covered in this
document:

e Copy the 2023-2024 fiscal year (FY 4) funds to a new historical file ID 4 so that you can
continue to access FY 4 data.

e Close the 2023-2024 accounts for revenues, expenditures, other resources, and other uses in

file ID C.

Copy the balance sheet accounts (cash, accounts payable, etc.) from 2023-2024 (FY 4) funds

to fiscal year 2024-2025 (FY 5) funds in file ID C.

Delete all FY 4 transactions and funds in file ID C (the transactions are still accessible in file

ID 4) unless the LEA chooses to keep some FY 4 funds open with prior year transactions.

Move the approved budget for FY 5 to Finance file ID C.

Prepare to move next year payroll to the current year payroll.

O August year-end LEAs should ensure that the August payroll accruals are processed and
interfaced to Finance. Reference the August Accruals document for more information.

O June year-end LEAs should reference the EOY Accruals for June Year-End Schools document to
address payroll accruals.

This document assumes you are familiar with the basic features of the ASCENDER Business system
and have reviewed the ASCENDER Business Overview guide.

| Some of the images and/or examples provided in this document are for informational
£2% % purposes only and may not completely represent your LEA's process.

Prerequisites

Prerequisites:

O Confirm that there are no users logged on to the Budget or Finance applications.

O (If applicable) Review next year requisitions and approve if necessary. Keep in mind that after the
move, any unapproved next year requisitions will need to be approved using the Purchasing >
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Maintenance > Approve Requisition page.

O Warehouse Users: Before completing the Finance End-of-Year Process, complete Steps 1-6 of the
Warehouse End-of-Year Process to end the current year and begin the new year for your
warehouse(s). Then, after completing the Finance End-of-Year Process, return to the Warehouse End-
of-Year Process and complete Step 7.

O It is important to address the following questions as you proceed with the end of the fiscal year
closing process. Based on your responses to the following questions, the process can have variations
that may require a different path.

¢ Are all of the payroll runs and adjustments interfaced? Payroll processes cannot be posted
against the historical file ID.

e Are all of the payroll TRS reports interfaced?

¢ |s the TRS On-Behalf Journal posted for the entire year?

e Verify TRS GASB 24 Medicare Part D Revenue and Expenditure is posted. Information may be
located on the TRS website: https://www.trs.texas.gov/Pages/Homepage.aspx. Amounts are
posted with a debit to 6144 and a credit to 5831.

REMINDER: If you have not already done so, now is a good time to budget for Medicare
Part D Revenue and Expenditure amounts.

¢ Are the payroll accruals balanced?

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

¢ |s the Amendment Cutoff Date updated on the Finance > Tables > District Finance Options
page to prevent budget amendment requests from being created?

e Are all of the finance checks printed?

e Are all of the payroll liability checks (deduction checks and transfer transactions) printed and/or
processed?

* Reprint or save a copy of all yearly purchase orders alphabetically and numerically for historical
purposes.

e Are all purchase orders processed and the final check run completed?

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

e |t is best practice to finalize bank reconciliations before closing the fiscal year.

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:
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Term

Description

CYR payroll frequency

Current year payroll frequency in Payroll.

June Year-End (early fiscal
year)

A Finance fiscal year that runs July through June.

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.

EQY Processing Flowchart (prints separately)

IMPORTANT

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 related tasks to assist in making your decision.

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.
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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

Finance EOY Process

X

Prior to beginning this process, complete all end-of-month closing procedures except
the final accounting period. Both the current and next accounting periods should be 06
for June year-end LEAs and 08 for August year-end LEAs.
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[ Save ]

FINANCE OPTIONS

ACCOUNTIMNG PERIODS CLEARING FUND MAINTEMAMNCE

||

Current ({Open) Accounting Period:

Lock Current Accounting Period: E]
Mext Accounting Pasting Period:
o

[ Retrieve Print l

Purchasing Accounting Period:

Accounts Receivable Period,

Traval Accountin

August Year-End LEAs

June Year-End LEAs

1. Perform an export.

Perform an export
Log on to file ID C.

Finance > Utilities > Export by File ID

It is important to perform an export prior to making significant changes. This allows you to

revert data to a certain point in the process if necessary.
This step should be completed prior to continuing the process.

Create an export of file ID C.

Reminder: Do not change the export file name as it may cause issues during the import

process.
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2. Generate, print, and review 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.
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[ Provicas | PDF ] [ CSW I | Clear Options ]
FilelD:x: C
User ID:
Curr Per; 08
MNext Per: 08
[VendorPurchase Order Reports FN2150 - Outstanding Purchase Orders
EIN2O00 - Vendor Lis y
FINQO50 = 1099 Ropork P .
EIb2 1099 Forms arameter Description Value
FIN2 150 - Dutstanding Purchase Orders . . =
EINZ 200 - Aged Purchase Orders Accounting Pesiod Cutrent 0, Nt 040
EIN2250 - Purchase Order History Repget Sort by PO/Acct (P, VendorPOlAcct (V), Org/POlAcet (O), FundPOlAectiF) [F |
EINZ 400 Vr‘nr:n":r v’."“ Reference Listing Include Requisition Comments? [YiN) L
FINZS00 - Pring Viendor Label
Select Contract (C), Man-Contract (M), or Blank for ALL
Enter PO & Vendor £ Ong. of Fund (Based on sort seliction) blank for ALL [: H
Solect Contract Type(s]. or blank for ALL :] H
Select Organization Code{s), or blank for ALL :] E
Daite Run: Oustanding Purchase Order Listing Program: FIN2150
Cnity Dist: ISD Page: 1of 1
Sort Order: Fund/Fscl YrPOJACCT As of August File ID: G
PO Vand Crriginal
Nbr Date Vendor Name Nbe Reason Fnd-Fnc-Obj. So-Ong-Prg Amount Balance
402308 05-23-2024 SB007 193-51-6249.00-001-433751 105.00 105.00
199-51-462439.00-041-42¢751 85.00 85.00
199-51-6249.00-101-498751 85.00 85.00
188-51-5249.00-102-453751 130.00 130,00
Totals for P.O. 402308 - 405.00 405.00
402313 08-23-2024 gran 159-11-63599.00-001-4115811 202.52 202.92
402314 05-23-2024 7404 1959-34-6319.00-599-455724 500.00 500.00
402315 05232024 4825 195-11-6399.00-001-411911 60.00 £0.00
402318 05-23-2024 36813 155-34-68319.00-355-453734 2.115.00 2.115.00
402320 08-23-2024 7324 1589-34-5219.98-390-453724 &7.00 E7.00
402320 05-23-2024 K8n 199-23-6399.00-102-493FIS 54.00 54.00
402322 05-23-2024 2564 199-51-6249.00-001-493751 87.33 87.13
Totals for Fund 133 /4 348125 349125
Grand Totals 349125 3491.25
End of Raport

3. (If applicable) Reverse purchase orders.
(If applicable) Reverse purchase orders
Log on to file ID C.
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
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re-encumbered because it was not fully liquidated but should have been or it was not fully
liguidated 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.

REVERSE PO BY FUND REVERSE PO BY RANGE

Select  From Fundr Select  To Fund'r

No Rows N} 19974

> |

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.

2} “
Run: Mass Purchase Order Reversal Repost Fund | Year
Crity Dist: 15D Page: 1 of 1
FielD: C
PO Mbsr Encum AmL Frid-Fnc-0bj. So-Org-Prog Vendor Name Reason
402308 =105.00 199.51-5249 D0-001-499751
402308 2500 195-51-5245.00-041-4593751
402308 -85.00 199-51-5245 00- 101499751
402308 -13000  199-51-8243.00-102-433751
402313 20252 135-11-8399.00-001-411511
4023714 “500.00 193 34-5219 00-229-999724
402315 000 19%11-6395.00-001-411511
402318 211500 195-34-6315.00-559-4509734
402320 E700 195 M-E19 595994557
40231 -54.00 159-23-6359 00-102-495F15
402322 £7.23 129-51-5249.00-001-499751
End of Report

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

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.

4. 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 to determine if there are unpaid payment authorizations. Any unpaid
payment authorizations need to be processed or reversed.

[ proview * 1 o ][ cewomen |

Faix C
User ID:

Curr Per: 08
MNaxt Par: 08

Journals, Checks, Detail Ledgers FIM1750 - Year to Date Check Payments List
FIR 1000 - Cash Beceipts
FIN1050

ournal

Espenditurs 5 i Ation | ol

Paramater Description WValue

YTD only [¥). YTD and Current Month (C). YTD, Cument and Mext Month (4], Acct Per only (01-12) |4

Sort by Cleidoct (1), Acc/Cle# (), Vendor®/Ce/Acct (3). Vendor®iAcct/Cs (4)

Include Reversal TransactionsT (YiN), or Voided Checks only [V)

Select Computer ¥yritten Chedks (C), District Written Checks (D). Both (B)

Include Payroll Deduction Checes? (1M}

i Include Transfer Checks? [Y/N)
ng

Print Putlish Report Only? (YN}

Include ONLY EFT Payment? [YiN)

nclude Reason in Publish Report? (M)

I Select Paid checks (Pl Unpaid checks (U, or blank for &1L

[0t

Select Viendor(s), 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.

Data Run: ¥-T-D Check Payments Program: FIN1750
Crity Dist: 15D Page: 1 of 1
From To Son by Vendor Number, Check Number, Account Code FileID: C
Accounting Period: A
Check  Check  Vend POMNbr  Invoice Nbr Typ
Nbe Date Hbe Payes Organization Frd-Frc-0bj. So-Org-Prog E Risarson Amournt EFT
00068 535 School 230012 C OCTOBER E745 N
199-51-6359.00-999-439000
398 School 230012 C NOVEMBER 4388 N
198-51-63599.00-999-499000
999 School 230012 C SEPTEMBER 2798 N
198-51-6353.00-333-433000
Check Total: 159.43
Vendor 00068 Total: 158.43
Grand Totalk: 159.43
End of Report

Reverse an unprocessed payment authorization:

Finance > Maintenance > Postings > Check Processing - PA

[ e vFnene@ ]
= )

JOURNAL BUDGET  JOURNAL INQUIRY  PURCHASE ORDER  CASH RECEWT  CREDIT MEMD CHECK PROCESSING - PA CHECK PROCESSING - PO JOURMAL ACTUAL

Py Mymber: Vendor Mmiber [ Hetrcwe | Dircctory ] '-'-:-~ et Defails

Pé Mumber:  Sort Key / Viendor BMame: Wersdor Mumber
230012 WYLIE EAST CROSS COUNTRY / WYLIE EAST CROSGS COUNTRY DO0&3

Delete Detail Reverse Proc doct Per dgrpynd Code Tvoe Check Wiw Check Date Rgason Het Experdd A Invpice Date  Invpice Wbe

8 O fewse [] 08 199-51-6300.00-999-495000 - [EerTemeer ] o8 ] [ ]
0 Pewese [ 08 199-51-6399.00-999-499000 [ocToBer ] 8740 | ] [ ]
O Bewse [ 08 199-51-6399.00-999-499000 [HovEmBER ] 4396 ] ]

Totals 158,43

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

Process a payment authorization:

Finance > Maintenance > Check Processing > Print Checks
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PRINT CHECKS WOID CHECK

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

Beginning Check Nbr: Check Date: [ Prevew |
Beginning EFT Referenoe Mumber: E
Fund: [ i

Cheek Seleet Date Range: From:[ - - | T - - |

Apply any credit memas up to the amount of the total immices? @ Yes D Na

Cort Vendors by Alpha or Mumernic?

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

O Click Preview to view any outstanding items.

PRINT CHECKS WOID CHECK

Select vendors for peinting checks. Click Next to vesw checks
Mighdor a4 Tipeg Cipl  SUrdrEle EET EQJPA  Chigk
O00B8  WYLIEEAST CROSS COUNTRY  WYLIE EAST CROSS COUNTRY 15943 150043 0,00 M N 1
Seloctvd Chack Amoust Toeal 159043 Chacke Treng Amcunt Towl  159.43 Credit Amouet Toesl: 000

O Click Next to proceed with the usual check processing steps.

5. Review and print credit memos.
Review and print credit memos
Log on to file ID C.

Finance > Maintenance > Postings > Credit Memo OR Finance > Reports > Finance Reports >
Vendor/Purchase Order Reports > FIN2300 - Outstanding Credit Memo Listing

It is recommended that you review and print the Credit Memo page if credit memos exist for
an ending fund. Or, review and print the Outstanding Credit Memo listing report.

Printing the credit memo data will be helpful since Fiscal Year Close Process (Step 14) will
delete credit memos for ending funds and you may be required to re-enter the credit memos in
the new file ID after the close is Fiscal Year Close is completed.

6. Review budget amendments.
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Review budget amendments
Log on to file ID C.
Finance > Budget Amendment > Post to General Ledger

Verify that all existing budget amendments have been posted to the Finance general ledger.
The Fiscal Year Close process will delete budget amendments for incremented funds and clear
the budget amendment table.

7. Delete existing pending payables.
Delete existing pending payables
Log on to file ID C.

If your LEA has multiple pages of pending payables that need to be deleted, contact your
regional ESC consultant to obtain an SQL to mass delete the transactions.

OR

Use the Finance > Maintenance > Pending Payables page to delete individual pending payable
transactions.

0 Click X to select a transaction. The purchase order details are displayed.

O Click Delete to delete the pending payable transaction.

8. Verify actual fund balance obj.sobj codes.
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.
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[ File ID:C

FUND FURCTION DRIECT S DEIECT CRGANTATION PROGRAM EDMICATIOMAL SPARN FROECT DETAL

J J
@ ]| | [GEnERR GRERATING | [srodne
] | v] [l ] [(rocoo
- FITE | v] [oese - FoRmLs | T
125/d ] [5-See | [oEas - PRESCHOOL ) [procoo
7] | T | [ G - Spai. uI | |
- I : ] == 1
- ) oo
T372_) [5- Special reverue b IMFLEMENTATION | I EE

O Make any necessary changes or corrections.

9. Delete unused funds.
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.

| e Fite I0:
FUND  FUNCTION  ORUECT  SUBCRUECT  ORCGAMIZATION  PROGRAM  EDUCATIOMAL SPAN  PROECT DETAL
| ——

i Fuesd | Burihini Funnil Aemu P Irngrband Dest

DEE ot em Bund Yens Fumd Crmaaiciien Balnce ObiSor  BaunceOtitobi  FromitSon
@ [9974 ) [G-Gereraloperatng  w| [GENERAL GPERATING ] [proooo ] [p6ooma ] 16100
1114 [ % - Specat revenus | [T | T ] e ] [ace
- I_'_-; 4 I | 5 Sposist reven [ | YT | | | fa60000 | | T
22574 ] [5 - Seccs F ] [Frocoo | [s0m0n | [rz=200

| | | | | | (XS

- | ll SO0, Mt

[ Select the funds to be deleted.

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.
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Confirm Delete

@ AlL marked rowis) will be deleted.
Click OK to continue, or Cancel to stay on the current page

ﬂ- oK I Cancel

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.

10. 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.

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 2023 - 2024 v|  Account Period: [ Apply

C2023-2024
92018-2019
82017 -2018
¥ 2016-2017
62015-2016
52014 -2015
42013-2014
32022-2023
22021-2022
12020-2021
02019-2020

If file ID 4 (2013-2014) exists and you want to retain it for historical purposes, log on to file ID 4

2024/06/29 16:08 14 Finance End-of-Year Process


https://help.ascendertx.com/test/business/lib/exe/detail.php/general/fin_eoy_step_7_confirm_delete.png?id=academy%3Abusiness_finance_eoyprocess
https://help.ascendertx.com/test/business/lib/exe/detail.php/general/financeeoyprocess/step_10_review_file_ids.jpg?id=academy%3Abusiness_finance_eoyprocess

Business

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.

E|i Log on to the applicable historical file ID as this utility cannot be processed in the
- current file ID (file ID C).

s P s .: w

[ Geleet  Fund [ Vear buned Decription (e (B Copy

CENERAL FUKD [rr—

(R Cowry
®

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 E1

@ You are about to Copy data from the current File ID 4 to new File 1D A.

Do you want to continue?

\ _
( o |

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

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

-

oK

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 4 (2013-2014). Deleting file ID 4 (2013-2014) allows
the 2023-2024 fiscal year data to be saved in file ID 4.

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

11. Delete file IDs.

Delete file IDs

Log on to file ID C.

Finance > Utilities > Delete by File ID

[ Execute

O

W O = W N W R = O

00000000

2021
2022

G

Available File IDs
2019 -
2020 -
- 2022
- 2023
2014 -
2015 -
2016 -
2017 -
2018 -

2020
2021

2015
2016
2017
2018
2019

Selected File IDs

I[] 4 2013-2014

ijart

[ Select the file ID (file ID 4 (2013-2014)) to be deleted. Use the arrow buttons to move the file
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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 4. All data for this file id will be removed

Do you want to continue with the deletion?

’ .
Yes Mo

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

The Delete by File ID process completed successfully.

* oK

O Click OK to close the message box.

12. Correct out-of-balances.
Correct out-of-balances
Log on to file ID C.
Finance > Utilities > Out of Balance Correction
In the current file ID (soon to be historical file ID), correct any out-of-balance occurrences. If

there are no out-of-balance occurrences, continue to the next step.

This utility is used to view and correct any out-of-balance accounts in the end-of-month
(EOM), current, and next accounting periods.

The ASCENDER processing logo is displayed upon accessing the page indicating that the
program is searching for any out-of-balance accounts in the EOM, current, and next accounting
periods.
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Execute

-

g,

If all accounts are in balance, the following message is displayed: All accounts for EOM, Current
and Next Accounting Periods are in balance.

Exeite

All accounts for EOM, Current and Mext Accounting Pericds are in balance.

If any out-of-balance accounts exist for YC, AC, AA, the FIN1600 - Batch Process Balance Error
Listing Report is displayed with a list of the accounts. Review the report.

* Process | [ Concel

= 4 bl
Diate Run: Batch Process Balance Error Listing Program: FIN1500
Cnity Dist: 15D Page: 1 of 13
Report Type: AC As of: August File ID: C
Account Balances
Calculated Balances
Warance
Est Rew' Rizd R/
Fred-Fnc-0b). So-0rg-Prog Description Approp Encum Expenditures Balance

o Click Process to balance the accounts.
o Click Cancel to cancel the process.

A message is displayed indicating that the process was completed successfully.

13. Verify that all fund totals are zero.

Verify that all fund totals are zero

Log on to file ID C.
Finance > Inquiry > General Ledger Inquiry

Run an inquiry to verify that Fund Total (YTD), Fund Total (Current), and Fund Total
(Next) amounts are zero.
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Note: If amounts are not zero, contact your regional ESC consultant for further assistance.

GEMERAL LEDGER INQUIRY  GEMERAL LEDGER ACCOUNT SUMMARY EMPLOYEE DISTRIBUTION LIST INQUIRY OVER EXPENDED ACCOUNT SUMMARY

Processed [] Current Period: 0B Mext Period: 0B (] Exclude Objects 61X (] Include Inactive Accounts

Description

|:| Show Dictalls  Repart will be Summary of
@ Totals O Balanoo Accts Only

Fund Func Oy Sobj Org e -Prog

pcens cose (520 ()i (oot (o) (o) (0 (0 (0 i L )|

icsct

B0 Processed (YTO) -24.678,190.00 Q00 16.045.205.10 -8.632.964.50 a
Cusmert Period -24678,150.00 Q.00 17.337.373.75 -7.340.816 25
MNext Period -24 678,150.00 000 17.337.373.75 -TM0BIE S
TR0 Processed (YTO) 000 0.00 0.00
Currert Fenod 000 0.00 0.0
Mext Period 0.00 0.00 0.00
RO0 Processed (YTO) 0.00 Q.00 0.00 0.00
Curmertt Period 0,00 Q.00 0.00 0.00
MNext Period 000 Q00 Q.00 000
Fund Totad (YTD} .00
Fund Total (Clarent) 0.00
Fund Total (Nesd) (]

O Select Include Inactive Accounts. Selecting this option may prevent out-of-balance
accounts.

O Unselect the Show Details checkbox.
O Leave all account code components masked (X).

O Click Retrieve to generate a summary for all accounts.

14. Close fiscal year.
Close fiscal year
Log on to file ID C.

Finance > Utilities > Fiscal Year Close
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This utility provides a streamlined method to efficiently end the old fiscal year and begin the
new fiscal year. Only one Finance accounting period can be open (i.e., The Finance current
and next accounting period should be the same). Also, all other application accounting
periods should match.

The following Finance EQY tasks are automatically completed when you execute the Fiscal
Year Close process:

o Delete 1099 work table.

o Delete payroll deduction checks.

o Delete payroll transfer transactions.

o Copy current to new file ID.

o Delete credit memos for ending funds.

o Delete prior fiscal year and funds marked for deletion.

o Mass change account codes.

o Delete budget amendments only for increment funds.

o Create new accounts by fund/carry forward totals if selected.

o Update the file ID of all Finance document attachments to the new file ID.

Reminder: Before processing continuing funds, review overdrawn accounts and/or
accounts that have expenditures with no budget. If these deficit balances are not corrected,
the negative budget balance will be rolled forward as a negative budget and will need to be
corrected in the new year with a )V (Journal Budget).

If an LEA is switching to a July 1 fiscal year, they must change the Starting
Accounting Period from 09 to 07 on the Finance > Tables > District Finance
Options > Finance Options tab BEFORE closing the year. This allows their data to
be updated with the correct month after performing the closing process.

Process the fiscal year close:

2024/06/29 16:08 20 Finance End-of-Year Process


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

Business

Mew File 1D E] Accounting Period: 09 IV Humiber
Historical Transaction Date: | 08-31-2024

Miew Year Transaction Date: | 09-01-2024

Continue & Carry Forward Craate
FundfYear A Increment Contine Inrement DElete polinces  SIOCK-BXOO
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When you access this page, last year's options are selected by default. This allows
0 you to review what was done last year and think about how to proceed this year.

Before running this process, click Reset to clear last year's selections. This resets
all funds to Increment allowing you to manually update each selection as needed.

Field Description

New File ID Click ™ to select the new historical GL file ID to which you want to copy
all tables and transactions. The field defaults to the last digit of the “to”

school year. The drop-down displays a list of all GL file IDs that are not in
use. This is a required field.

Accounting Displays the Starting Accounting Period from the Finance > Tables >

Period District Finance Options > Finance Options tab. This accounting period is
used for all JVs created in file ID C. Only one accounting period can be
open.

JV Number Type an alphanumeric journal voucher number. This JV number is used for
all system JV entries. This is a required field.

Historical Type the historical transaction date in the MM-DD-YYYY format or select a

Transaction Date |date from the calendar. This date is used for all system entries in the new
historical file ID. This is a required field.

New Year Type the new year transaction date in the MM-DD-YYYY format or select a
Transaction Date |date from the calendar. This date is used for all system entries in the new
current file ID. This is a required field.
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[ Under Fund Selection, a list of each Fund/Year in the signed-on GL file ID is displayed.
Select the appropriate option(s) for each fund.

Notes: The following occurs for all funds listed:

o All funds are copied to the new historical file ID.
o All budget amendments are deleted.
o All current year requisitions are reversed.

Increment

Select for the funds to be incremented (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 selected, the following actions are automatically completed:

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

2024/06/29 16:08

22 Finance End-of-Year Process




Business

Continue

Select for the funds to be continued into the new fiscal year (i.e., funds
maintaining the fiscal year even after the LEA begins the new fiscal year).
If selected, the following actions are automatically completed:

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. The
purchase order is re-encumbered in file ID C for the original amount +/-
encumbrance adjustments, +/- liquidation amounts from check and credit card
transactions. 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.
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Continue &
Increment

Select for the funds to be incremented and continued into the new fiscal year.
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 selected, the following actions are automatically completed:

The 1XXX-4XXX account balances are carried forward for the fund in the fiscal
year that is continuing (the Carry Forward Balances field is automatically
selected). The accounts for the incremented fund/fiscal years are established
with a zero balance.

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. The
purchase order is re-encumbered in file ID C for the original amount +/-
encumbrance adjustments, +/- liquidation amounts from check and credit card
transactions. 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 210 (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.

The following is optional:
Create 5XXX-8XXX Accounts for the incremented fund

Delete Select to delete the fund. If selected, no additional action occurs for these funds.
Carry Forward Select to carry forward 1XXX-4XXX account balances into the new
Balances fiscal year. This field is automatically selected when Continue is

selected for a fund.

Create 5XXX-8XXX Select to create 5XXX-8XXX accounts. This field is disabled when

Continue is selected for a fund.

O After carefully selecting the appropriate options for each fund, click Execute to begin the
Finance year close process.

Note: After you click Execute, your selected options are saved and will be available the
next time you open the Fiscal Year Close page.
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Under Processing Reports, the following reports are available:

o Fiscal Year Close Options Report

Pending Purchasing Requisitions - File ID C only
Deduction Checks (Unprocessed) - File ID C only
Transfer Transactions (Unprocessed) - File ID C only
o Unprocessed Budget Amendments

o JV for Create New Accounts - Continuing Funds

[¢]

o

o

[ Generate Reports hess l [ Cancel l [ Process Status ]
Processing Reports
Select Report Name
Fiscal Year Close Options Report
Pending Purchasing Requisitions - File 1D C only
Deduction Checks (Unprocessed) - File ID C only
Transfer Transactions (Unprocessed) - File 1D C only
Unprocessed Budget Amendments
W for Create Mew Accounts - Continuing Funds

O Select the checkbox next to each report you want to generate or click the top Select
checkbox to select all reports.

O Click Generate Reports to generate the selected reports. Print and/or save the reports and
review them for accuracy. The Fiscal Year Close Report Display page is displayed.

[ Continue hum I
Fiscal Year Close Report Display
T 9 4P
Diate Run: Fiscal Yaar Close Options
Cnty Dist: 18D Page: 1 of 1
User Mama: From File ID;  C To File ID: 4 JV Mbr  FINECY
Historical Trans Ot 08-31-2024  New Year Trans Dt: 05-01-2024
Original MNew Fsd Carry Fwd Creats
Fund/Fsel ¥r ¥r  Fund Processing Selection Balances  SXO0C-EX(X(X
19504 §  Increment ] O
21104 5  Increment & O
224/4 5 Increment O
22514 5  Increment [ |

o Click Continue. The first report selected is displayed. Click Continue to display the next
selected report. When you are done viewing all of the selected reports, you are returned
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to the Processing Reports page.
o Click Return at any time to return to the Processing Reports page.

[ Generate Reports l [ Process "hm:u:l ] [ Process Status l
Processing Reports
Select Report Name
Fiscal Year Close Options Report
Pending Purchasing Requisitions - File 1D C only
Deduction Checks (Unprocessed) - File ID C only
Transfer Transactions (Unprocessed) - File 1D C only
Unprocessed Budget Amendments
W for Create Mew Accounts - Continuing Funds

O Click Process to process the fiscal year close. You are prompted to create an export. A series
of end-of-year Finance tasks will begin to run in the background. After the process is completed,
you are returned to the Fiscal Year Close page.

After processing, the Current (Open) Accounting Period on the Finance > Tables > District
Finance Options > Accounting Period tab is updated to match the Starting Accounting

Period on the Finance > Tables > District Finance Options > Finance Options tab (i.e., the
accounting periods will be set to 07 or 09 depending on the LEA). In order to update the File ID
and Account Period in the top-right corner of the page, you must exit and re-enter the Finance
application.

O Click Cancel to return to the Fiscal Year Close page.

Execute l [ Reset l[ Process Status h

O Click Process Status to view the details (error report, status, user details, etc.) for the
process. The Fiscal Year Close Processing pop-up window opens with the Status, Extract Type,
Start date and time, End date and time, User ID, and user Email address.

Fiscal Year Close Processing m
1] Status Extract Type Start End User ID Email Error Report
05-23-2024 015319 05-23-2024 01:53.37
790 Complated EQYprocess =1 - B - Print Report

o |If the logged-on user has an email address on the Personnel > Maintenance > Staff Demo
> Demographic Information tab, an email message is forwarded when the process is
completed.

o Under Error Report, click Print Report to display the selected error report. Review the
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report.

[ Continue *JII' ]
Fiscal Year Close Report Display

= 4 i b

Date Run: Fiscal Year Close Staius Report

Cnity Dist: Page: 1 of 1

File ID: C
From Procedure  Error Code Description

FINEQY 1] Updating Accounts Recevable - Invoice Adjustments for incremented funds completed
FINEQY v} Updating Accounts Receivable - Credit Memao for incremented funds completed
FINEOY 1] General Ledger accounts inactived for File ID:  for continuing funds completed
FINEDQY li] Finance Fiscal Year End process completed.
FINEOQY 0 Pending Purchasing Requisitions reversed successfully.
FINEQY 1] Vendor 1099 work table entries deleted successfully.
FINEQY 1] Humian Resources Deduction Checks deleted successfully.
FINEQY Q Human Resources Transfer Transactions deleted successfully.
FINEQY Q Success inserting fundifiscal vear records - new file id.
FINEOQY li] CopyiMove Finance File ID: C to File ID: [ lcompleted succassfully.
FINEDQY 1] Resetting Accounting Periods for File ID: C completed successfully.
FINEQY o Resetting Warehouse Accounting Pencds for File 1D: C completed successfully.
FINEOY 1] Creats new funds process completed successfully,
FINEQY o Create open entry transactions process completed successfully.
FINEOY Q Updating Credit Memo accounts for incrementad funds completed successiully.
FINEQY 1] Deleting credit memao accounts for deleted funds completed successfully
FINEOQY li] Updating Payroll Distnbution accounts for incremented funds completed successfully.
FINEQY 1] Updating Payroll Transmittals for incremented funds completed successhully.
FINEQY Q Updating Extra Duty Code table for incremented funds completed successfully.
FINEOY 1} Updating PMIS Distnbution records for incremented funds completed successfully.
FINEQY 0 Updating Payroll Job Code table for incremented funds completed successfully.
FINEQY 0 Updating Payroll Job Code | table for incremented funds completed successiully
FINEQY 1] Updating Accounts Recenable for incremented funds completed successfully.
FINEQY o Updating Accounts Receivable - Invoice Payments for incremented funds completed

o Click Continue to continue through the list of reports for the selected extract. Click
Return to return to the Fiscal Year Close page.

o Verify that the Finance Fiscal Year end process was completed.

o Click Close to close the Fiscal Year Close Processing pop-up window and return to the
Fiscal Year Close page.

15. Log on to current file ID.
Log on to current file ID

Log on to file ID C.

If you have not done so already, after the Fiscal Year Close process is complete, exit and re-
enter the Finance application to update the File ID and Account Period in the top-right corner
of the application.
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I Yﬂr.l C 2024 - 2025 » Account Periad: | 00 v Apply Cancel ]

|L 2023 - 2024 -

K 2022 - 2023
12021 - 2022

07 if June EOY LEA

16. Verify/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.

——
e FleID: C

FINANCE OFTIONS ACODUNTIMNG PERIODS CLEARING FUND MAINTENANCE

Finance Options Purchasing Options
Current Finance Fiscal Year B PO Object Code Restriction: [.; Class 13000, 2000 600K and S0 v]
School Year Print Federal 1D Mumber on PO D
Previous Year File 1D E] Use Autsmatic CYR Requisition Number
Assignment
District Federal 1D Mumiber £2-9200984
Next Available CYR Reguisition Number [ 350001
I Starting Accounting Period. 09 I
Use Automatic NYR Requisition Number
Change PO Created by a Requisition Assignment

YR Reguisition Mumbe

Use Asset Management Cross-Reference

Use Automatic CYR PO Mumbser

Assignrment:

I hlext Avgilgile CYR PO Nymber

Use Automatic NYR PO Number

Uze Autarmatic Vendar Number
Agsignment o

doat Available Vendor Number

Use Automatic JV Mumber Assignment:

I Mext Available IV Mumber

Use Automatic Cash Receipt Mumber Reset Approval Path Purchasing
Cd

Assignment

I Moxt Available Cash Bocoips b 150001 I
BAR Options
Usc Automatic PA Number Assignment
Amendment Cutoff Date:
I Mext Available PA Number 280001 I
Default Amendment Reasan [C¥R-BUDGET AMENDMENT ]
Payables Date Used: [' Use trans date for payables v]

Use Automatic Amendment Number Assignment: [7]

Display GL Inguiry Warning: I

Use Finance Wser Prefle for GL Inquiry

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

o Current Finance Fiscal Year
o Previous Year File ID
o School Year and Starting Accounting Period - These fields should be automatically
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updated 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.

o It is recommended that you incorporate the year in the next available number
sequences. In this example, for fiscal year 2024-2025, 5 is the second digit in the next
available numbers.

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

Notes:

o If applicable, update the Student Activity Fund/Year field.
o 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: |

Use Sobj/Org for All
Offset Accounts: [:]

Use 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.

e e

FIMAMCE OPTIONS ACCOUMNTING PERIODS CLEARIMNG FUND MAINTEMANCE

Codus for Fiscal Year B’?] [ elrie ] | I | Dl | [

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 5; therefore, it is
! . required to complete the following steps to ensure that you are creating a new
fiscal year 5 record.

O In the Codes for Fiscal Year field, select 5 and click Retrieve. If data exists for fiscal year
5, it is displayed.

O Click Delete. The following message is displayed.

@ Confirm Delete

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

o Click Yes to continue.
o Click Save to save the changes.
o Click Add to create the 5 fiscal year record and complete the following fields:
= In the Finance Clearing Fund/Fiscal Year field, type the applicable fund (e.g.,
164/5, 864/5, etc.) according to your LEA.
= In the Payroll Clearing Fund/Fiscal Year field, type the applicable fund (e.g.,
163/5, 863/5, 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.

17. Correct out-of-balances.
Correct out-of-balances
Log on to file ID C.
Finance > Utilities > Out of Balance Correction

In the new current file ID, correct any out-of-balance occurrences. If there are no out-of-balance
occurrences, continue to the next step.
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This utility is used to view and correct any out-of-balance accounts in the end-of-month
(EOM), current, and next accounting periods.

The ASCENDER processing logo is displayed upon accessing the page indicating that the
program is searching for any out-of-balance accounts in the EOM, current, and next accounting

periods.

Execute

—

g,

If all accounts are in balance, the following message is displayed: All accounts for EOM, Current
and Next Accounting Periods are in balance.

All accounts for EOM, Current and Mext Accounting Periods are in balance.

If any out-of-balance accounts exist for YC, AC, AA, the FIN1600 - Batch Process Balance Error
Listing Report is displayed with a list of the accounts. Review the report.

* Pocess | [ Concel

=i 4l
Diaibe Run: Baich Process Balance Error Listing Program: FIM1600
Cnity Dist: 15D Page: 1af 13
Report Type: AC As of: August File ID: C
Account Balances
Calculated Balances
Varkance
Est Rew' Rizd Rew
Fred-Fnc-0b. So-0rg-Prog Description Approp Encum Expenditures Balance

o Click Process to balance the accounts.
o Click Cancel to cancel the process.

A message is displayed indicating that the process was completed successfully.

18. Verify bank account group fund fiscal year.
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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.

[ J[_= |
BANK ACCOUNT GROUP  BANK ACCOUNT GROUP FUNDS
Group Code: [ 0001 - GENERAL OFERATING v
Del A Fund Esclr Obj Soby I nt Tvne Investment Description

[ ¥l )

( ¥ )

o [ ¥ )

[c-co ~]  [(MDEPEBANKCD )

m [c-co ~]  [INDEPBANKNOW ACCT )

19. 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

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.

o Use the Maintenance > Budget Data or Budget Data - Quick Entry pages to review

account locks.
o 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 (D) Totals [ Exclude Objects 61
o (G50 (50 (o) ) (o) (0 0 (O ()
Fund Fune (] Soby Org Frog
i ] <

Dt Fun: Account Code knguiny - Summary
Crity Dist: 150 Page: 1 of ]
200K 200 30008 30 X000 X 0 X 00 File ID: N
2022 - 2023 2023 - 2024 2023 - 2024 2023 - 2004 2024 - 2025 2024 - 2025 2004 - 2025
LastYrClosing  This YrOviginal  ThisYrAmend  This Yr Actual Mot Yr Mext ¥r N Yr
Fund Dascription Amt Budget Budgat Amt g urstind Fscommand Approved

Fund: 1995 GENERAL OPERATING
199-00-5711.00-000-500000  TAXES-CURRENT YEAR LEVY 8.161.28306  W.255.309.00 10.255,309.00 6.978.919.55 000 1025530900 | 10.255.309.00
195-00-5712 00-000-500000  TAXES-PRIOR YEARS LEVY 124,442 80 130,000.00 130,000.00 5158344 0.00 130,000.00 130,000.00
195-00-5715.00-000-500000  PENAL TY/INTEREST 81,518.88 50,000.00 90,000.00 14023 84 000 90,000.00 50,000.00
199-00-5735.00-000-500000  SUMMER SCHOOL TUITION 1.050000 00 0,00 0.0 000 0.00 0.00
153-00-5742 00-000-500000  INTEREST 9539741 75,000.00 75,000.00 02248 a.00 75.000.00 75.000.00
155-00-5743.00-000-500000  FACILITY RENTAL 48020 1.500.00 1.500.00 750.00 a.00 1.500.00 1.500.00
193-00-5745 00-000-500000  INSURANCE RECOVERY 665352 000 0.00 0.00 .00 0.00 .00
193-00-5749.00-000-500000  MISC REVENUE 4210576 30.000.00 30.000.00 12633 H oo 30.000.00 30.000.00

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).

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

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

2024/06/29 16:08 33 Finance End-of-Year Process


https://help.ascendertx.com/test/business/lib/exe/detail.php/general/fin_eoy_step_16_budget_account_codes_inquiry.png?id=academy%3Abusiness_finance_eoyprocess
https://help.ascendertx.com/test/business/doku.php/budget/inquiry/budgetaccountcodesinquiry
https://help.ascendertx.com/test/business/doku.php/budget/reports/boardreports/budgetboardreportbyfunction

Business

[ e b Fle10:C

Update Amount Options

@ Full Amount Fopy Acsounts Options Accounting Period IV Numiber MOVELL

Ooterence Q corieommeseons | @amneoy Vanssction ot (G55T2527]

L y Account 1 3

() Original Budget O"‘“" w2

Oinly
Seleet  Fund/ Year Deseription Select  Fund/ Year Deseription

O 199/5  GEMNERAL OPERATING O [(198/5 | [GENERALOPERATING ]

205/5  HEAD STARI
8 211/  TITLE - O [GErs) (meosma |
: . O [zs]) [me ]

G 2241% DEA B - FORMULA

0 225/5  IDEA B - PRESCHOOL 0 [zzi5 ] (oeas-romauis |
O 226/5  HIGH COST FUNDS [0 [=mi5 ] [oeas-Prescroo ]
O el (] [(226/5 ] [HiGHCOST FUNDS ]

2|5 2 MMER FEEDIMG

D s - ' D [ 24075 ] [f_‘-i LD NUTRITION ]
D 244 /5 EFFECTIVE ADV IMPLEMENTATION

0 2% TITLE | [(242/5 ] [SUMMER FEEDING ]
D 2635 TITLE il D [ 5 ] ['::l_":_l VE ADY IMPLEMENTATION ]
0O 27915 TCLAS-ESSER I O ] [men ]
0 88/5  SCHOOL SAFETY STANDARDS GRANT O | ) (e ]

] LE

[:| 289 TITLE IV -

a 338/5  CTE PERKINS RESERVE U [zs/5) (rossessern J
[:I 9775 EAFCOUNSELOR GRANT m D [ 28875 ] ['.‘: HOOL SAFETY STANDARDS GRAN ]
0 410/5  IMSTRUCTIONAL MATERIALS ALLOT L —___ | [(zea/s ] [tme |
0 421/%  CTE SUMMER - FOCUS AREA 1 I I 0 (Gaers ) [Ceremem - ]

Under Update Amount Options:

Full
Amount

Select if you are moving your budget to Finance for the first time. 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 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).

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
Budget
Only

Select to allow to capture the original budget. No other columns in the Finance
general ledger are updated, and no transactions are inserted. If the account does
not exist in 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).
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If you need to run the utility again, contact your regional ESC consultant before continuing
with the process.

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 Select to add this account code table to the existing Finance account code table
Account for all funds, functions, objects, etc. that do not exist in the current Finance
Code Tables |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.

O Select one of the following Accounting Period options:

o If Current Accounting Period Close is not selected on the Finance > Tables > District
Finance Options > Accounting Periods tab, Current is selected.

o If Current Accounting Period Close is selected on the Tables > District Finance
Options > Accounting Periods tab, Next is selected.

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.

Transaction Defaults to the system date but can be changed.
Date
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:
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Note: The first report displays the account changes (i.e., fund balance entries) and the
second report displays the budget data.

o 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).

e |

Time Run: | Error Report - Move Budget to Finance General Ledger | Page: 1 of 1
Cnity Dist: 15D FilelD: C

From Budget File ID N To Finance Fila 1D C Acct Per; 09

JV Number: MOVBUD Transaction Date: 08-01-2024

The following Budget Funds are not in balance,

Choose Process to have an offset transaction created for each fund that is out of balance.
Choose Cancel to not move Budget amounts to Finance.

Fndfr Total GL Debits Total GL Credits Out of Balance Amt

1995 23,327 608.00 24678,130.00 1,350.582.00
2405 1.161.251.00 1.136.338.00 24931300
599/5 3.523.487.00 3.516,154.00 -1.332.00

End of Report

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.

#[ Process | [ Cancel

Time Run: Move Budget to Finance General Ladger Page: 1 of 127
Cnity Dist: ISD File ID: C
From Budget N To Finance C Acct Per; 09 Account Change Notifications
JV Number: MOVBUD Transaction Date: 09-01-2024
Finance Amt
Frd-Fric-Obj. So-Org-Prog Description Before Updata Budget Amt Action taken

199-00-3700.00-000-500000 FLOW THROUGH 0d 1.350,582.00 Offset Acct updated to balance fund

Func 00 Tatals: 00 1,350,582.00

Fund Totals: 00 1,350,582.00

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.
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— ]|

=

JV Number: MOVBUD Transaction Date: 09-01-2024

7 & il 4B

Tirme Run: Move Budget 1o Finance Ganeral Ladger Page: 4 of 127
Cnity Dist: 15D File ID: C

From Budget N To Finance C Acct Per: 09 General Journal

Fnd-Fne-0bj. So-0rg-Prog Description Credits
193-00-3700.00-000-500000 FLOW THROUGH 1.350,582.00 1]
133-00-5711.00-000-500000 TAXES-CURRENT YEAR LEVY 10.255,303.00 0o
139-00-5712.00-000-500000 TAXES-PRIOR YEARS LEVY 130.000.00 0o
1589-00-5719.00-000-500000 FENALTYANTEREST a0
199-00-5739.00-000-500000  SUMMER SCHOOQL TUITION 00

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

successfully.

*[ oK

Ihe Move Budget to Finance process completed successfully.

[ Click OK.

20. Verify Budget moved to Finance.
Verify Budget moved to Finance

Log on to file ID C.

Finance > Inquiry > General Ledger Inquiry > General Ledger Account Summary

Run an inquiry to verify that the Budget moved to Finance successfully.
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GENERAL LEDGER INQUIRY GEMERAL LEDGER ACCOUNT SUMMARY EMPLOYEE DISTRIBUTION LIST INQUIRY CVER EXPENDED ACCOUNT SUMMARY

Processed Current Period: 09 Mext Period: 09 [ Balance Accounts Only [ Include Fund Totals |_) Exclude Objects 61XX

Fund Func Objf Sohyf Org mmmmmamrmnmmnnan =g

s o ()¢ (0t (o)t (o) B () (20 ()¢ (20

[ Hetrieve ] [ Reset

1‘3 E 4 P [Lw
Date Run: Inguiry Information for Revenue Accounts
Cnty Dist 15D Page:iof 5§
Processed [ Current (08) [ Mext 03) B W00 XK 0000 X 000 M MK X X File ID: C

Est Revenuel Rizd Revenue

Account Numibsr Description Appropriation Encumbrance Expenditure Balance

193 00 5711 00 000 5 00 O 00 TAMES-CURRENT YEAR LEVY 10,255.309.00 000 1025530800
19 00 5712 0O 000 5 00 O 00 TAXES-PRIOR YEARS LEVY 130,000 00 0.00 130,000.00
18 00 518 00 000 5 0O O 0D PEMALTYINTEREST 90.000.00 0.00 90,000.00
199 00 5733 00 000 5 00 O 00 SUMMER SCHOOL TUITION 0.00 .00 0.00
199 00 5742 00 000 5 00 O 00 INTEREST 75,000 00 0.00 75,000.00

Use the Finance > Utilities > Out of Balance Correction page to view and correct any out-of-
balance accounts.

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

Finance > Tables > Credit Card Codes > Due To Fund

Fraiic

CREDIT CARD CODES DUE TO FUND

-

Delete Fund  TofFiscal Year Description
@ [ ] [ 5] [GeneralFune ]

) | | I

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

Description [Type a user-defined description for the due to fund. The field can be a
maximum of 30 alphanumeric characters.

O Click Save.

22. Update payroll clearing fund/year.
Update payroll clearing fund/year
Log on to the current year.
Payroll > Tables > District HR Options
Update the Payroll Clearing Fund/Year field.
[ e vFPoolE

HR OPTIONS

TRS District ID: Calculate Accrual Salaries: Aut
Fadaral 10 Muysber (E]8] 52-0200984 Check Amount - Alpha:
Pavroll Clearing Fund/Year [1995 v] ] Summarize Benefits Interface

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.

23. Update accrual expense table.
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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.

ACCRUAL EXPENSE

Delete Fund |Expense Fi Ygar Degscription
] 199 (5] [General Operating |
' E] [Titte 1 |
] B [CEA B - FORMULA |
225 (5] [oEA B - PRESCHOOL ]
& (5] [critd Mutrition |
| [:l‘ FECTIVE ADV IMPLEMENTATION ]
=] [Titte 1 ]
E] [Title 1 |
® fimew )
425 (5] [rewas ]
f\. 429 [I WC JET AGRICULTURE ENG ]

O Click +Add to add a row.

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

Type a one-digit code to be used in conjunction with the Fund field to identify

Year 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.

2024/06/29 16:08

40 Finance End-of-Year Process



https://help.ascendertx.com/test/business/doku.php/payroll/tables/accrualexpense
https://help.ascendertx.com/test/business/lib/exe/detail.php/general/fin_eoy_step_20_accrual_expense.png?id=academy%3Abusiness_finance_eoyprocess

Business

24. (If applicable) Clear/move NYR requisitions to CYR
(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.

B e et oot ot e Finznce B

Requisition Accounting Period in Current Finance: 09

PO Date:| 09-01-2024 |

ID Clear Mext Year Requisitions Only

E Mowve Mext Year Requesitions to Current and Update Finance I

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.

25. Update 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.
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26.

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
[ Retr ] I Prir l
Use Blind Receiving: D Use Req Number as v Number:
Allowr Partial Receiving Cutoff Date:
Allow Recetving Overage: [ Percent of lems Over: IE
Print Extended Description: Create Receiving Payables D
Alloner for Approval Process: Restrict Campus/Dept D

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.

(A ome Wit v DetitAdmnetaton®

From Fundyr

Description Tis Fundrr Deseription

Process

A
4

46174 CAMPUS ACTRATY FUNDS
STUDENT ACTIVITY FLMDS Accounts Receivable

S
0oo §
S
ooo §

=4 i

WA Budget
Fumal™T dods Mot exist in Fanande
Budget Amendmsent Reguest:

Restack Requisitan

Travel Reimbursement

FEREREEEEE

Warchouse Reguisdion

[ —
[ = ]

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.
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Application

@ Process completed successhully.

O Click OK to close the message box.

To avoid any system issues related to roles, be sure to keep Business and Student
roles separate and ensure that 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.

27. Notify Human Resources/Payroll department to proceed with first payroll.

Notify HR/Payroll to proceed with the first payroll

6 This step does not apply to June year-end LEAs as those LEAs would not be
completing 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.

28. (If applicable) Perform Asset Management EQY steps.
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(If applicable) Perform Asset Management EOY steps

If your LEA uses the Asset Management application, reference the Asset Management Annual
Process guide for information about ending the current year and beginning the new year.

29. (If applicable) Update Grants and Projects tables.
(If applicable) Update Grants and Projects tables

If your LEA uses the Grants and Projects application to track grants across multiple file IDs,
review and update the applicable tables as needed. Reference the Grants and Projects Tracking
guide for additional information.

Post-Finance EOY Process Tasks

1. 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.
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) o Year 1
Create Finance Audit File from Acct I-"crmd:C]
(8) Current General Ledger Thu: C]
D Year To Date General Ledger Fiscal Year |:]
() Current and YTD transaction files
Year 2
Agct Period:
Thru:
Fiscal Year: D
Field Description
Current Select this option to display the balances for all accounts in the current month
General only (not next month balances) (e.g., use this option if the last month of the
Ledger fiscal year has 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.

O Click Execute. A text file is created with the current balances, which your auditor can upload.

Additional Resources

The below document can be used by LEAs bringing forward balances from the historical file ID after
the Fiscal Year Close process is complete.

Roll Balances Supplement
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