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ASCENDER - Finance End-of-Year Process

Created: 05/10/2019
Reviewed: 05/28/2025
Revised: 05/28/2025

The purpose of this document is to guide you through the process of ending the old fiscal year
2024-2025 (FY 5) and beginning the new fiscal year 2025-2026 (FY 6). LEAs must be in the last
accounting period prior to beginning this process.

The following processes are covered in this document:

e Copy the 2024-2025 fiscal year (FY 5) funds to a new historical file ID 5 so that you can
continue to access FY 5 data.

» Close the 2024-2025 accounts for revenues, expenditures, other resources, and other uses in
file ID C.

» Copy the balance sheet accounts (cash, accounts payable, etc.) from 2024-2025 (FY 5) funds
to fiscal year 2025-2026 (FY 6) funds in file ID C.

e Delete all FY 5 transactions and funds in file ID C (the transactions are still accessible in file
ID 5) unless the LEA chooses to keep some FY 5 funds open with prior year transactions.

e Move the approved budget for FY 6 to Finance file ID C.

e 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 LEAs 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.

/1. Some of the images and/or examples provided in this document are for informational
£.% % purposes only and may not completely represent your LEA’s process.

Prerequisites

Prerequisites:

O Confirm that there are no users logged into the Budget or Finance applications while processing
these steps.
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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 >
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 As you proceed with the End-of-Year fiscal closing process, review the following items carefully.
Your responses may have an impact on the required steps, as the process can vary.

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

e Has the Payroll > Payroll Processing > TRS Processing > Interface been completed?

¢ |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.

e 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?

¢ Are all of the finance checks printed?

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

e 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.

IMPORTANT

EOQY 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.

Note: For continuing funds, verify that there is not a balance in the Budget offset account (e.g.,
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

FINAMCE OFTIONS ACCOUNTING PERIODS CLEARING FLIND MAINTENAMNCE

Cument [Open) Accounting Pericd

Lock Cuent Accounting Periodt [
Mt Accounting Posting Period:

Purchasing Accounting Period: OR
Accounts Receivable Period:
Travel Accounting Periad:

A

August Year-End June Year-End
LEAs LEAs

1. Perform an export.

7EEEEE

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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Execute # File ID: C

Available File IDs Selected File IDs
2019 - 2020 IO ¢ 2024-2025 |
2020 - 2021
2021 - 2022
2022 - 2023
2023 - 2024
2014 - 2015

[ — ]
=]
=N

2016 - 2017
2017 - 2018
2018 - 2019

Jooopodaoo

O Under Available File IDs, select the checkbox next to file ID C.

>

O Click | | to move the selected file ID to the Selected File IDs column.

O Click Execute to execute the process. A message is displayed indicating that you are about
to export Finance tables.

I You are about to export Finance tables for file id (C) to file name db057951_C_05192025_fin.rsf.

Do wou want to continue?

*{- Yes l [ Mo

O Click Yes to continue. Or, click No to return to the Export by File ID page.

A pop-up window is displayed.

Enter a Password for the Archive: [ ]

o [ o)

o In the Enter the Password to be used for the Archive, type a password for the file
and click OK.
o Click Cancel to cancel the process.

A message is displayed indicating that the Finance tables were exported successfully.
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A Export Finance tables for file id (C) processing completed.

P

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.

N | T T e
FilelD: C
User ID:
Curr Per; 08
Maxt Per: 08
VendorPurchase Order Reports FINZ150 - Outstanding Purchase Onders
Paramater Diescription “Waluse
‘Accounting Pericd Current (C), Mext [N) C
R ——
Select Contract (C]. Nen-Contract (M), or blank for ALL [:
Enter PO #, Vendor #, Org. or Fund (Based on sort selection) blank for ALl [ | 3
Setect Contract Typels), or blank for ALL : i
Select Organization Codefs), or blank for ALL I
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Date Run: Dutstanding Purchase Order Listing Program: FIN2150
Cnity Dist 5D Page: 1 of 1
Sort Order: FundFscl YoPOIACCT As o August Fila ID: C
PO Vand Oiriginal
Nbr Date Vendor Nama Nbe Reason Frd-Fnc-0Oby, So-Org-Prg Amount Balance
204534 10-09-20  WALMART 00281 SPED SUPPLIES 1%9-11-6399.00-108- 23000 4248 42.4%
204536 101420 WALMART 00281 PO Created by Req: 214607 198-11-6359.00-001- 11000 52,00 52.00
204543 111420 1 AWESOME SHIRT 36834 PO Created by Reg: 214616 1%5-11-6301.00-1071- 11000 25,00 25.00
204547 05-20-20  WALMART 00281 EQUIPMENT 195-36-6649.30-001- 9000 425,00 425.00
204543 05-20-20 ZNK PARTMERS LLC 00002 INSTRUMENTS 199-36-6399.35-001- 39000 698.99 £98.99
204543  05-20-20 OFFICE DEPOT 03082 BUSINESS CARDS 199-23-6399.00-001- 11000 62.50 £2.50
204550 05-20-20 WELLS BROS. FARM & 00237 TRACTOR PARTS 159-24-6319.00-9%3- 59000 24199 24199
Totals for Fund 199 /¢ 1.547.97 1,547.97
204534 10-09-20 WALMART 00281 SPED SUPPUES 211-11-6299.00-939- 30000 4243 4243
Totals for Fund 211/¢ 4243 42.49
Grand Totals 1,580 .46 1,550 .46
End of Report

3. (If applicable) 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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File ID: C
REVERSEPCBYFUND  REVERSE PO BY RANGE *
To Execute
Mo Rows O 199/5
O 21178
(=]
<]
=

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 ]
o
&z O
Run: Mass Purchase Order Reversal Report Fund [ Year
Cnity Dist: 18D Page:l ol 1
File ID: C

PO Nbr Encum Amit Frd-Frc-Obj. 5o0-Org-Prog Vendor Name Rlmason
204534 4243 195-171-6399.00- 106023000 D022 - WALMART SPED SUPPLIES
204534 4249 211-11-6299.00-995- 30000 00281 - WALMART SPED SUPPLIES
204536 5200 195-11-6399.00-001- 11000 D081 - WALMART PO Created by Req: 214507
204543 <2500  19%1746307.00-101- 11000 36834 - 1 AWESOME SHIRT PO Created by Req 214616
204547 42500  195-36-6545.30-001- 95000 00281 - WALMART EQUIPMENT
204548 65893  199-36-6399.35-001- 93000  OODO02 - ZNK PARTMERS LLC INSTRUMENTS
204549 £250  195-23-639900-001- 17000 03082 - OFFICE DEPOT BUSINESS CARDS
204550 -24193  195-34-6319.00-99% 99000  DO0237 - WELLS BROS. FARM & RANCH TRACTOR PARTS

End of Report

1 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.

- )

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 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 I €
FIRL7S0 - Yiar to Dt Cheéck Payments List
Parameter Desoripton Viue
VT onty (1), VTS et Current Month ), YT, Curnees and Mext Montis (4], Acct Per only 01-13) |2
Sort Iy CHBALEE (1), ACCUTES (2), VenderS/Chsitert (3), VensorsiSeruCas [4) ]
Tnclude Risversal Tramsaction [1iN], or Vioided Checks anly (V)
Selact Computer Wemen Chacs (C), District vrien Chcs (0. Bath (B) | O
Ineluscie Puyroll Decection Checks? [EN] F_ 1
inciucs Transter Chacks? (Y [N
PP Reest O 190 C—
incluse OHLY EFT Payment? (i) | O |
Include Hieason in Publish Report? (W)
Seleot Padd cheds [F], Unpaid chedes [U). o blank for 11
Serlost Vensori, or blamk hor ALL [:] H
Seleot Bark Account Groups). o blank for &LL |:| i
Select Fundis), or blank for ALL :] H
brber sigrificant digits. for fields fo select on i
Frem Date (MDD, or blank for ALL |
To Diate MODORYY), or Blank for ALL :]
Fraem Check Mbr, or blank for ALL
Tis Ok M, o Blaek: fod 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 Sort by Vendor Number, Check Number, Account Coda File ID: C
Accounting Period: A
Check  Check  Vend POMNbr  Invoice Nbr Typ
Nbr Date Mibr Payee Organization Frnd-Fric-0bj.So-0rg-Prog Cd Reason Amourt  EFT
00058 339 School 23002 C OCTOBER E743 N
199-51-6359.00-599-439000
385 School 230012 C NOVEMBER 439 N
199-51-6359.00-559-453000
959 School 230012 C SEPTEMEER 2798 N
199-51-6393 00-3%3-433000
Check Total: 158.43
Vendor (0068 Total: 155943
Grand Totak: 158.43
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 JOURMNAL INGUIRY PURCHASE ORDER 'CASH RECEIPT CREDIT MEMO CHECK PROCESSING - PA, CHECK PROCESSING - PO JOURMAL ACTUAL

Pk Mumibeer. Vendor Mumber: (35213 I tetricve ] | Directory [F)¥iew Account Details
PA Humber: Sort Key [ Vendor Hame: Vendor Mumiber:

100545 TRACTOR SUPPLY / CIMBANK. NAJTRACTOR SUPPLY 35213

[ rewers J[ veme ]

Delete Detail Reverse Proc AcctPer Account Code Tvne Check it Check Date Beason Bet Expend Amit  |ovoice Date  Invoice Mbe
M 0O Boese [] 08 199-34-6319.00-999. 99000 -~ | [TRacToR PaATS ] 25000 [05-20-20 ) [aD163151561056)
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.

2026/05/02 05:40 11 ASCENDER - Finance End-of-Year Process


https://help.ascendertx.com/test/business/lib/exe/detail.php/general/fin_eoy_step_4_fin1750_ytd_check_payments_message.png?id=academy%3Abusiness_finance_eoyprocess
https://help.ascendertx.com/test/business/lib/exe/detail.php/general/fin_eoy_step_4_fin1750_report.png?id=academy%3Abusiness_finance_eoyprocess
https://help.ascendertx.com/test/business/doku.php/finance/maintenance/postings/checkprocessingpurchaseauthorization
https://help.ascendertx.com/test/business/lib/exe/detail.php/general/fin_eoy_step_4_check_processing_pa.png?id=academy%3Abusiness_finance_eoyprocess

Business

Finance > Maintenance > Check Processing > Print Checks

il 10 C

PRINT CHECKS ~ VOID CHECK

WARNING: 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[00013 |

Fund: ( Ji

Check Select Date Range: From: ] 1o )

Apply any credit memas up to the amount of the total invoices? (8) Yes () No

Sort Vendors by Alpha or Numeric?

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

O Click Preview to view any outstanding items.

File 10: €

PRINT CHECKS WOID CHECE

Select vendors for printing checies. Click Nest to view dhocks

W ek Tmns (=0 (=38 EQUPS  Chetk
5"-"‘ A Mumber VendorSortKpy WondorMame | Amount  Amount  Amgunt Chek Prymert  Humber  Tope  Chek Motes
03082 OFFICEDEPOT  OFFICEDEPOT 12345 12345 000 M N I |
Selectied Check Amount Total:  173.45 Ohvinck Travs Armasiaet Total: 12345 Crudit Ammoisd Total:  0.00

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.

| TIP: Printing the credit memo data is helpful, as Fiscal Year Close Process (Step
lg@’ 14) will delete credit memos for ending funds and you may need to re-enter the
credit memos in the new file ID after the Fiscal Year Close is complete.

2026/05/02 05:40 12 ASCENDER - Finance End-of-Year Process


https://help.ascendertx.com/test/business/doku.php/finance/maintenance/checkprocessing/printchecks
https://help.ascendertx.com/test/business/lib/exe/detail.php/general/fin_eoy_step_4_check_processing_print_checks.png?id=academy%3Abusiness_finance_eoyprocess
https://help.ascendertx.com/test/business/lib/exe/detail.php/general/fin_eoy_step_4_check_processing_print_checks_2.png?id=academy%3Abusiness_finance_eoyprocess
https://help.ascendertx.com/test/business/doku.php/finance/maintenance/postings/creditmemo
https://help.ascendertx.com/test/business/doku.php/finance/reports/financereports/vendorpurchaseorderreports/outstandingcreditmemolisting
https://help.ascendertx.com/test/business/doku.php/finance/reports/financereports/vendorpurchaseorderreports/outstandingcreditmemolisting

Business

6. Review budget amendments.
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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Save ] File 0
FUND FURCTION DBUECT SUB ORIECT ORGANTATION PROGRAM EDUCATIONAL SPAN PROIECT DETANL
Retrrve [ L
A Fund | Bkt Fund Al Fund Ieterfured Due Ieserfursd Do
Fund Desoriioon . ’
il e fucg Tt Balance 5oty | BalanceObisosi | P CeiSeb o O Sty
® [teais ) |'|:. Ceneral cpsating --] [l DesTRICT CHAR | [3roou00 [3500.00 | JrasLon ] (217100 ]
& 190/5 | [G-Generaloporating  ~|  [ACADEMVERIMMER Cane ] [Foeoa (30000 | fiasion ] [m7iea ]
® [mas ) [ Generalepenng  w| [EMERALFUND ] [Eronoo [3500.00 | Nras100 ] [z171m0 ]
o[58 ] [5- Secos reveres | [E5EA TIILE S PART 48D ] [Foesa [ || ] [7ien ]
® [222/5 ) |'s Spetial revems: --| [ PaRT B FORMULA | [Froouo0 [3500.00 | Jras2o0 ] [217100 ]
m [Esrs ) [5- Seecel revens ] [EA B PRESCHOOL | [iroena [3c000 || E3 ] (17100 ]
@  [6/5 ] [5- Socod revens ] [[DEAPART B DISCRENONARY ] [Eroooo (350000 | Nraszm0 ] [z171m0 ]
& (23075 ) [5- Spocs revers ~| [Fooo semace ] [3roesa (380000 || ] [2rie0 |
® [2a4/5 ] |5 Sperial revenue u-| [CAREER & TECH BASIC GRANT | [37roooo 3600.00 126200 ] (217100 ]
—_—1

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.

ILI Filn ik C
FUND FUNCTION ORIECT U8 ORIECT ORGANZATION PROGRAM EDUCATIONAL SPAN PROIECT DETAR,
Flenraeye Priny
b Fnd | Bty Fused Bt Fusel Intaifnd Dus
Otate: Fund Descriotion 1
Esl v Fur Troe Ealance Oy Sobs Eplance O Sobi Eeen O S Tia Obi Soty
& [we3s ] [G Gereial, iiseraling v] [ DeETRICT CHAR | ) EET ] [es0000 ] [rz6100 ] [227100 |
@ [9875 ) [G-Gemorloperating v [ACADEMTSUIMMER CamP ] [wo0ce ][00 ] [ane ] [zarie ]
®  [wes ] [G Geneal operating -] [GErERAL FUMD: | | EE ] [zs0000 ] [1z6100 ] [z2rLoo |
m [BE5 ) [5-Secostrovenue w| [ESEATITLE | PART ASD ] [sroaoe ][00 ] [zoe ] [zarive ]
- |21-1.'4 Ils Seehl FEREIE w | JIDEA PaFT B FORMULA | | B | | B | J1z6200 J Jz2rL00 |
= [#2475 ) [5- Seomatemvarun w| [iD6a PART B FCRaLLA ] [srotse BT ] [ezee ] [sarise ]
& [msis ] [s Special revenue --] [ B FRESCHOOL ] [zroaoe ] [zs0000 ] [rz6200 ] [:2ri00 |
- | EI | B || ot COST FukDS | [rooce | | = | | | | B |
B [EEr5 ] [5- Seecslrence w| [IDEA PART B DISCRETIONARY | ] [3600.00 ] [x26200 ] [rrLoo |

1 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 ] [ Canc

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

m

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.

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.
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‘rhar: Account Period: | 06 + [ Apply ] [ Cancel ]

C 2024 - 2025

9 2018 - 2019
B 2017 - 2018
72016 - 2017
65 2015 - 2016
52014 - 2015
4 2023 - 2024
32022 - 2023
22021 - 2022
12020 - 2021
0 2019 - 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 file ID (file ID C).

) Seimct  und [ ear bured Descriphion () ewn () Copy

) CENERAL FURD DMz (B Coww

2ol ESEA I itz o) Con

208 Tkl {_Imioer: (B} Copy

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

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

U 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.
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Application [x]

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

Do you want to continue?

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 Move Current to New File ID 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 5 (2014-2015). Deleting file ID 5 (2014-2015) allows
the 2024-2025 fiscal year data to be saved in file ID 5.

11. Delete file IDs.
Delete file IDs
Log on to file ID C.

Finance > Utilities > Delete by File ID
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[ 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

st The Delete by File ID process completed successfully.

O Click OK to close the message box.

12. Correct out-of-balances.
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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 designed to locate out-of-balance accounts in the End-of-Month (EOM), current,
and next accounting periods.

If out-of-balance accounts exist, the FIN1600 - Batch Process Balance Error Listing Report is
displayed with a list of the accounts. These out-of-balance situations may have been
inadvertently caused by the system (e.g., missed transactions in the End-of-Month (EOM)).
After processing the utility, the totals are recalculated and corrected in the general ledger.

IMPORTANT: The utility will not correct a true out-of-balance entry where a Fund Total is
displayed in the General Ledger; those still need to be submitted for correction.

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.

‘\ﬁ\\\\llm,/

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

Execute

All accounts for EOM, Current and Next Accounting Perieds 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.
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o Click Process to recalculate the totals and correct out-of-balances in the general ledger.
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.

Note: If amounts are not zero, contact your regional ESC consultant for further assistance.
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GEMERAL LEDGER INQUIRY GEMERAL LEDGER ACCOUNT SUMMARY EMPLOYEE DISTRIBUTION LIST INQUIRY OVER EXPENDED ACCOUNT SUMMARY

Processed Current Period: 08 Mext Period: OB (] Exclude Objects 61XX Include Inactive Accounts

Description

@ Totals [::] Balance Accts Only

|:| Show Dictalls  Repart will be Summary of

Fund Func by Sobj Org Prog
acenmecove (50t ()¢ (oot (o) (o)t (0 )¢ (0 B¢ Lt JL e

B 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

Next Period -24.678,150.00 0.00 173373775 7320818 25

TR0 Processed (YTO) 000 0.00 0.00

Currert Fenod 000 0.00 0.00

MNext Period 000 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

Nex: Period o.00 ) 0.00 Q.00

Fund Totad (YTD} .00

Fund Total (Curent) Q.00

Fund Total (Nesd) (]

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

O Unselect the Show Details checkbox.
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