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ASCENDER - Finance End-of-Year Process

Created: 05/10/2019
Reviewed: In Progress
Revised: In Progress

The purpose of this document is to guide you through the process of ending the old fiscal year
2025-2026 (FY 6) and beginning the new fiscal year 2026-2027 (FY 7). LEAs must be in the last
accounting period prior to beginning this process.

The following processes are covered in this document:

e Copy the 2025-2026 fiscal year (FY 6) funds to a new historical file ID 6 so that you can
continue to access FY 6 data.

* Close the 2025-2026 accounts for revenues, expenditures, other resources, and other uses in
file ID C.

» Copy the balance sheet accounts (cash, accounts payable, etc.) from 2025-2026 (FY 6) funds
to fiscal year 2026-2027 (FY 7) funds in file ID C.

e Delete all FY 6 transactions and funds in file ID C (the transactions are still accessible in file
ID 6) unless the LEA chooses to keep some FY 6 funds open with prior year transactions.

e Move the approved budget for FY 7 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:

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.

2026/07/11 08:20 1 ASCENDER - Finance End-of-Year Process


https://help.ascendertx.com/test/business/doku.php/academy/business_payroll_augustaccruals
https://help.ascendertx.com/test/business/doku.php/academy/business_payroll_eoyaccrualsjuneyearendleas
https://help.ascendertx.com/test/business/doku.php/academy/business_overview_guide

Business

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

e (If necessary) Is the Cutoff Date updated on the District Administration > Options >
Purchasing/Warehouse > Current Year and Next Year pages to prevent purchasing requisitions
from being created?

Finance

¢ Is 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?

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

 Verify that all fund totals are zero in file ID C. Use the Finance > Inquiry > General Ledger
Inquiry page to 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, try to determine what is causing the amounts. If you need
further assistance, contact your regional ESC consultant.

Payroll

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 Are the payroll accruals balanced?

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

Purchasing

e (If applicable) Review next year requisitions and approve if necessary. Keep in mind that after
the move, all next year requisitions must be approved (or denied) on the Purchasing >
Maintenance > Approve Requisition page prior to running the fiscal year close process (Step
15).

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

Note: If not all POs have been printed using the Purchasing > Reports > Purchase Order
Reports > REQ1450 - Print Purchase Orders option, you may have to run the REQ1450 -
Print Purchase Orders or REQ1500 - Reprint Purchase Orders to reprint or save a copy of all

purchase orders.

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

(If applicable) Warehouse

» Before completing Step 15 of 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.

Before You Begin

Before you begin:

Review the following information and/or complete the following steps before you begin the Finance

EQY closing process.

Terms:

Term

Description

CYR payroll frequency

Current year payroll frequency in Payroll.

June Year-End (early fiscal
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 Flowchart for September Start LEAs

EOY Flowchart for July Start LEAs
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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 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 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.

The following is optional:

Carry Forward Balances (1XXX-4XXX) - You
can select this field to carry forward balances or
unselect this field to carry forward only the
account codes themselves without the
balances.

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 - You can select this
field to carry forward balances or unselect this
field to carry forward only the account codes
themselves without the balances.

Create 5XXX-8XXX Accounts
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Finance EOY Process

the final accounting period. Both the current and next accounting periods should be 06

0 Prior to beginning this process, complete all end-of-month closing procedures except
for June year-end LEAs and 08 for August year-end LEAs.

[ Save

FINAMCE OFTIONS ACCOUNTING PERIODS CLEARING FLIND MAINTENAMNCE

Cumrent (Open) Accounting Pericd @

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.

Lock Cuent Accounting Periodt [

=1 o (=] (=] o
& & [:¢] &h 0

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

Awailable File IDs Selected File IDs

0 2019 - 2020 [0 c 2025-2026 |
2020 - 2021
2021 - 2022
2022 - 2023
2023 - 2024
2024 - 2025
2015 - 2016
2016 - 2017
2017 - 2018
2018 - 2019

a2t

W W o~ ;R W R e

Jogooooooo

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.

You are about to export Finance tables for file id (C) to file name db100006_C_05182026_fin.rsf.

Do you want to continue?

- = |

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 a Password for the Archive field, 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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AN Export Finance tables for file id (C) processing completed.

rd

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.

PDF [Ty | Clear Options File 1D: C
File ID: C
User ID:
Curr Per: 06
Next Per: 06
VendaorPurchase Order Reports FIN2150 - Outstanding Purchase Orders
Elt = Vendor Li
EIM250 . LIS Bnon Parameter Descripti Val
FINZ100 - 1099 Forms rameter Bescription e
FIN2200 - Aged Purchase Ordrs e C )
EIN2250 - Purchase Order History Report Sort by PO/Acct (P), Vendor/PO/Acct [V), Org/POfAcct (0), Fund/POAcct (F) [F ]
EINZ300 - Qutstanding Credit Memo Listing
EIN2400 - Vendar W9 Reference Listing Include Requisition Comments? (Y/N) [¥ )
EIN2500 - Print Vendor Label
Select Contract (€], Mon-Contract (M), or blank for ALL [ ]
Enter PO #, Vendor &, Org. or Fund (Based on sort selection) blank for ALL H
Select Contract Type(s), or blank for ALL :
Select Ovganization Code(s). or blank for ALL H
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Date Run:
Cnty Dist:

Outstanding Purchase Order Listing
ISD

Program: FIN2150
Page: 1 of 1

End of Report

Sort Order: Fund/Fscl Yo/PO/ACCT As of August File ID: C
PO Vend Original

Nbr Date Vendor Name Nbr Reason Fnd-Fnc-0bj.So0-0rg-Prg Amount Balance
460003  05-19-2026 WALMART 00281 PO Created by Req: 360003  199-11-6399.00-106-623000 42.49 4249
460004  05-19-2026 WALMART 00281 PO Created by Req: 360004  199-11-£399.00-001-611000 52.00 52.00
460005  05-19-2026 EQUIPMENT DEPOTLTD. 34059 PO Created by Req: 360005  199-35-6649,00-001-699000 425.00 425.00
460006  05-19-2026 OFFICE DEPOT 03082 PO Created by Req: 360006  199-23-§389,00-001-611000 62.50 62.50
Totals for Fund 199 /6 581.99 581.99
Grand Totals 581.99 581.99

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
liqguidated 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.

If your LEA follows a different process or if you have additional questions about this step,

contact your regional ESC consultant.
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File ID: C
REVERSE PO BY FUND REVERSE PO BY RANGE
Select  From Fundyr Select  To FundYr
Mo Rows O 199/6
=
L= ]
ey
— |
==
4 GEEEEEE——— 41 CEEEEE——— >

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 l [ Cancel

e8] &5 «»

Date Run: Mass Purchase Order Reversal Repont Fund / Year

Cnty Dist IsD Page: 1 of 1

Flle ID: &

PO Nbr Encum Amt Frnd-Fric-0Obj.So-Org-Prog Vendor Name Reason
460003 -42.45 1553-11-6389.00-106-623000 00281 - WALMART PO Created by Req: 360003
460004 -52.00 199-11-6399.00-001-611000 00281 - WALMART PO Created by Req: 360004
460005 -425.00 1599-36-6645 00-001-6393000 34059 - EQUIPMENT DEPOT LTD. PO Created by Req: 360005
460006 6250 199-23-6399.00-001-611000 03082 - OFFICE DEPOT PO Created by Reg: 360006

End of Report

O 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.

Application

@ The Mass Purchase Order Reversal process completed successfully.

- o ]

O Click OK to close the message box.
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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. The balances for 4310 should be $0.

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.

POF

Filel: C
User Iz

Curr Per: 06
Hext Per: 06

lowrnals, Checks, Detail Ledgers
EIRL000 - Cash Beceicts Jourmal
FINI050 - Exgenditure and Liguidation Jurnal
EIM1100 - Encumbrance lowmal
EIN1150 - General bowumal
FIN1200 - Capital Outlay Expenditure Report
EIM1250 - Check Register
EIN1300 - Check Pavments List
EIN1350 - Chisck Transsction List
FIM 1360 - Travel Request Report
EIN1400 - Detail General Ledgper
FIN1450 - Detyil General Ledger by Acct Per
FIM 1500 - Detail Budget Status by O
EIM1550 - Detail Budget Status by Pry
EIN1600 - Batch Progess Balance Error

EIN1G50 - Selective Detail General Ledger
EIN1700 - Accounts Pavable Listing
EIM1TS0 - Yoar b Date Chick Panviments List
FIM 1800 - Year to Date Check Register List
EIM1850 - Student Activity Fuckl Regort
EIN1200 - inegntory Distributions lournal
FIN1950 - Credit Card Payment Listing

C

1 Clear Options

FIN1750 - Year to Date Check Payments List

Parameter Desoniption

File IDx C

¥TD only (¥). YTD and Current Month (C). YTD, Current and Next Manth [A). Acct Per only (01-12) [A
Sort by Chi/Acct (1), Acct/Chl (2], Vendor®/CelifAcct (3], VendordllAcot/iCle (4)

Include Reversal Transactions? (/). or Voided Checks only (W]

Select Computer 'Written Chedks (C), District Written Checles (D), Both [B)

Include Payroll Deduction Checks? (YN}
Include Transfer Checks? [YIN)

Print Publish Report Onty? (YN}
Include OMLY EFT Payment? [f/N)

(3

I

(M

=z}

Include Reason in Publish Report? (YR}

Select Paid checks (P) Unpaid checks (U1, or blank for ALL
Select Vendor(s). or blank for ALL

Select Bank Account Group(s). of blank for ALL

Select Fundis), or blank for ALL

Enter significant digits for fields to select on

From Date (MMDDYYYY), or blank for ALL

Te Dt (MMDOYYYY], of Blank for ALL

Froe Check Mbw, or blank for ALL

Tee Chatsche M, of Blank for ALL

1

Il

@ YTD Check Payments

Da yvou want ta print fund summary for check payments?

* Yes

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

Date Run: ¥-T-D Check Payments Summary Program: FIN1750
ICnty Dist: ISD Page: 1 of 1
From To File ID: C

Accounting Period: A

Fund/Fscl Yr Total
19876 300.00
Grand Totals 300.00
End of Report
[Date Run: Y.T-D Check Payments Program: FIN1T750
ICnty Dist: IS0 Page: 1 of 1
From To Sort by Vendor Number, Check Number, Account Code File ID: C

ccounting Period: A

Check  Check  Vend PONbr  Invoice Nbr Typ
Nbr Date Nbr Payee Organization  Fnd-Fnc-0Obj.$0-Org-Prog Cd Reason Amount EFT
33493 GROUP SALES BOX O UNDISTRIBUTED O 260002 C OFFICE ITEMS 5000 N
199-34-6359 00-999-599000
35213 CITIBANK, NAJS/TRACT UNDISTRIBUTED O 260003 C TRACTOR PARTS 25000 N
199-34-6319.00-999-699000
Grand Total: 300,00
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

Save File 1D: C

JOURNAL BUDGET  JOURNAL INQUIRY PURCHASE ORDER CASH RECEIFT CREDIT MEMO CHECK PROCESSING - PA CHECK PROCESSING - PO JOURNAL ACTUAL

PA Number: [ 260002 | Vendor Number: | 33493 L Retriewe JL Directory J [¢) View Aceount Details

PA Number: Sort Key [ Viendor Mame: WVendor Number:
260002 GROUP SALES BOX OFFICE, LLC. / GROUP SALES BOX OFFICE, LLC. 33493

Add PA t Reverse P& ] I Delete |

Delete Detail Reverse Proc Acct Per Account Code Tvpe Check Nbr Check Date Reason et Expend Amt  |nvoice Date Iy
B 0O Bewrse [] 08 199-34-6399.00-999-639000 - [oFFICE ITEMS | 50.00 C
Totals: 50,00

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.

Finance > Maintenance > Check Processing > Print Checks
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[File ID: C

PRINT CHECES 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 Chack Mbr: Chack Date:|_08-31-2026 | Pravigw «

Beginning EFT Reference Mumber:  E

Fund: [ I

Check Select Date Range: From:[ - - ) T - - ]

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

Sort Vendors by Alpha or Mumernic?

O Type a Check Date. This date is typically June 30th for June Year-End LEAs and August 31st
for August Year-End LEAs.

O Click Preview to view any outstanding items.

File ID: C|
PRINT CHECKS ~ WOID CHECK

* hot ) [ o

Select vendors for printing checks. Click Mext to view checks.
Vendor Check Trans Credit  Separate BT BO/PA  Check

[¥) Select 4 Number VendorSortKey  VendorName Ampunt  Amoynt Amount  Check  Payment Mumber Twpe  Check Notes

36213 TRACTORSUPPLY CITIBANK NA/TRACTORSUPPLY 25000 25000 0.00 N N 1
Selected Check Amount Total:  250.00 Check Trans Amount Total: 250,00 Credit Amount Total: 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.

TIP: Printing the credit memo data is helpful, as Fiscal Year Close Process (Step
15) 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.
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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.

REMINDER: You can use the Finance > Maintenance > Postings > Journal Budget page to
post budget amendments, which does not require an additional step to post to the general
ledger. Be sure to review that all necessary budget amendments have been posted in
either place.

7. (If applicable) Delete existing pending payables.
(If applicable) Delete existing pending payables
Log on to file ID C.

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.
OR

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.

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
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Fund Balance Obj.Sobj column.

Note: If federal funds are 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.

Save | File 102 C
FUND  FUNCTION  ORIECT  SUBORECT  ORGANIZATION PROGRAM  EDUCATIONALSPAM  PROSECT DETAIL
[ Retrarv Print ]
A Funad § Dudget Furd At Fund At D Interfund Due
Fucl year Fund Tpe Balance ObiSchi | Balance Ot Sobi From Dbi Sets T O Sobi
W (636 | | - Gersenl oparating v | [PaorROLL CLEARING ACCOUNT | [arcd [Bedoa | preson | [areed
15806 ] (G- Gorerstoperating  ~ | [GINERAL FUND ] froaco [se2000 760,00 [rarion
& (11176 | [ Soecial rovencs | [TTLE L PART A& IMPROAE BASIC | [procoo [z600.00 | prezon | [ra7eon
T [pr406 | [5- Specisl eevers ~| [DEA - PART B FORMULA | [aroaog [zccon 16200 [ra7em0
@ [235i6 | [5- Seecialrevens =] [EDEA - PART B, FRESCHDOL | [3ronoo [z600:00 | paszon | [r17Lon
T [2e016 | 5. Special severnss ~| |Fooo sEmacE | [aroooo |z6o000 6200 [217L00
W 26 ] [5- Soecaleevens =] [CAREER & TECH. PERKING GRANT | [proaso [360000 | paszon | T
@516 | [5- Specisleevenee ~| [TTLE W PaRT A TPRT | |proano [3602:00 ] peezoma ] [17ima
& [(7076_| [5-Seecsirevens ] [RURAL ECUCATION GRANT ] [renoo [3650.00 ] preame ) [

O Make any necessary changes or corrections.

. 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.

Note: Be sure to check cash balances prior to deleting funds.

- File I

FUND  FURCTION  ORIECT  SUBORECT  OAGANIZATION  PROGRAM  EDUCATIOMAL SPAN  PROJECT DETAIL
T |

& 836 | G- General operating w | [PRrROLL CLULARING ACCOUNT | proase | [edoa | R | [m7100 ]

= (15806 | |G- Geoerloperating  + | [GENERAL FUND ] froore ] [psoona ] [13100 ) 1710 ]

& (176 | E-Soechalrewns | [TITLE L PART A IMPROVE BASIC ] Brooce | [3602.00 | [1%200 ] [rice ]

-[g;us | | T ~ | fmEs - panT B, FomeLA | rooce | 360000 ] | j | B |

&  [24/6 | 5 Soecialrevens | [EDEA - PART B, FORMULA | proone ] 280000 | 126200 ] [r7Loe ]

= [R5i6 | 5. Specialsewenns | [IDEA - PART B, FRESCHDOL | proooe | (380000 | [1m6200 | | T |

= [R20/6 ] 5 Seecalievens ~] [FooD stRvice | [proone ] (50000 | 6200 | THT) ]

-luus || « | feareen & o, pEmns GRANT ] | = J 350000 | 126200 ] | BB J

= Raaid | [5- Specisl e v | [CAREEA & TECH. PERKING GRANT ] proace | [eod0 | 100 ] [ |

[ Select the funds to be deleted.
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TIP: Reference the pagination information at the bottom of the grid to view the
& number of pages with data and begin deleting rows from the last page.

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

Confirm Delete

@ ALl marked rowi(s) will be deleted.
Click OK to continue, or Cancel to stay on the current page.

ﬂ' Ok l [ 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 in
the Fund to Grant table as needed.

10. Verify that there are no users logged into Budget or Finance while processing the next steps.
11. 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
s 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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Year:[C 2025 - 2026 %|  Account Period: | 06 [ Apply ] [ Cancel ]
C 2025 - 2026
9 2018 - 2019
82017 - 2018
7 2016 - 2017
5 2015 - 2016

52024 - 2025
4 2023 - 2024
32022 - 2023
22021 - 2022
12020 - 2021
0 2019 - 2020

If file ID 6 (2015-2016) exists and you want to retain it for historical purposes, log on to file ID 6
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).

Mew File 10:
Select  Fund / Year Fund Description O (® Copy
163/6 PAYROLL CLEARING ACCOUNT () Move| @ Copy
199/ 6 GENERAL FUND () Move| @ Copy
211/6 TITLE I,PART A IMPROVE BASICS (O Move| @ Copy

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.
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Application

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

Do you want to continue?

*‘ Yes | | Mo

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 1D process completed successfully.

i 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 6 (2015-2016). Deleting file ID 6 (2015-2016) allows
the 2025-2026 fiscal year data to be saved in file ID 6.

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

Finance > Utilities > Delete by File ID
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Available File IDs Selected File IDs

[:] 0 2019-2020 D 6 2015-2016
D 1 2020-2021 l > I

D 2 2021-2022

D 3 2022-2023

|:| 4 2023-2024

(] 5 =2024-2025 E

D 7 2016 - 2017

D 8 2017 -2018

C] 9 2018-2019 E

O Select the file ID (file ID 6 (2015-2016)) 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 6. All data for this file id will be removed.

Do you want to continue with the deletion?

—

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

—

Mo

gt The Delete by File ID process completed successfully.

O Click OK to close the message box.

13. Correct out-of-balances.
Correct out-of-balances

Log on to file ID C.
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Finance > Utilities > Out of Balance Correction

In the current file ID (soon to be historical file ID), correct any out-of-balance occurrences. If all

accounts are in balance, 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.

A

QL\\HIIH;,/

>

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 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.

ASCENDER - Finance End-of-Year Process
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* Procecs ] [ Cangel

= 4 b
Diate Run: Batch Process Balance Error Listing Program: FIN1500
Cnty Dist: 15D Page: 1 of 13
Peport Type: AC As of: August File ID; C
Account Balances
Calculated Balances
Vinrianoe
Est Rew' Rizd Rew
Fred-Frc-0b). So-0Org-Prog Description Approp Encum Expenditures Balance

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.

14. 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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GENERAL LEDGER INQUIRY ~ GENERAL LEDGER ACCOUNT SUMMARY  EMPLOYEE DISTRIBUTION LIST INQUIRY  OVER EXPENDED ACCOUNT SUMMARY
Processed (] Current Period: 06 (] Mext Period: 06 [[] Exclude Objects 613% || Include Inactive Accounts
Description
Show Details  Raport will be Summary of
O r @ Totals () Balance Accts Only
Fund  Func  Oby Soby Oy  eeeeeeeeeeemeeeefDgeseereeeeeess ( -
Retrieve Reset
Account Code: (s00¢ Ji (o< Ji foooc Ji [ox Ji (oo )i ()% [ex )% ()3 poxJi L — :
Current Period +3,660,201 59 49,760.99 3,056,060 50 +554,380.10
Next Penod 3,660,201 59 49,760 93 3,056,060 50 -554.380.10
THO. Processed (YTO) 0.00 -2.785.00 -2.785.00
Current Penad 000 -2.785.00 -2.785.00
Next Peried 0.00 +2,785.00 -2.785.00
XXX Processad (YTD) 0.00 0.00 0.00 0.00
Current Peniod 0.00 0.00 0.00 .00
Neat Pariod 0.00 0.00 0.00 .00
Fund Tatal (YD) -0.00
Fund Total (Current) =0.00
Fund Tatal (Mext) -0.00

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.

15. Close fiscal year.

Close fiscal year

Log on to file ID C.

Finance > Utilities > Fiscal Year Close
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 on the Finance > Tables > District Finance Options > Finance Options

tab.

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

o Delete 1099 work table.

Delete payroll deduction checks.

Delete payroll transfer transactions.

Copy current to new file ID.

Delete credit memos for ending funds.

Delete prior fiscal year and funds marked for deletion.

Mass change account codes.

Delete budget amendments only for increment funds.

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

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

[e]

o

O

[¢]

[e]

[e]

[¢]

O

[¢]

Note: To accommodate ASCENDER Business-only clients, the Fiscal Year Close process
creates new year district and campus records in District Administration if executed prior to
the Annual Student Data Rollover (ASDR) process.

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 JV (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:
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[ Execute | Reset | [ Process status | i 2 e
New Historical File ID: Accounting Period: 07 WV Number:
Historical Transaction Date:
New Year Transaction Date:
Fund Selection:
Fund/Year Increment  Continue Continue & Continue Fund - Delete Carry Forward Create NOte: ACtual Sele{?tions
Increment  Create Zero Bal Accts Balances  Sxxx-8xxx | may vary depending on
163/6 ® O O ®) @) 0 0 your LEA.
164/6 ® O O O O O O
199/6 ® O @] O O O O
205/6 ® O O O @) O O
211/6 ® O O O O U O
240/6 ® O O O O 0O O
255/6 ® O O O @) O O
27006 ® O O O @) 0 OJ
282/6 ® O @) O O O O
289/6 ® O O O @) O O
410/6 ® O @) O O O O
42106 ® O O O O O O
422/6 ® O O O @) 0O OJ
423/6 ® O O O O O O
42416 ® O @) O @) U ]
« [(1:163-424 v]12 [» ] Last]

When you access this page, last year's options may be selected by default. This
0 allows you to review what was done last year and decide 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 Historical File|Click ¥ to select the new historical file ID to which you want to copy all
ID 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 Period Displays the Starting Accounting Period from the Finance > Tables >

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 )V 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.
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Field

Description

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.

[ 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.

o If a fund has an associated credit memo, the credit memo will be carried forward
regardless of whether the fund is continued or incremented. However, if the fund is
deleted, the associated credit memo will also be deleted.

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
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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 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.

The following is optional:

Carry Forward Balances (1XXX-4XXX) - You can select this field to carry

forward balances or unselect this field to carry forward only the account codes
themselves without the balances.
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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 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 are optional:

Carry Forward Balances (1XXX-4XXX) - You can select this field to carry
forward balances or unselect this field to carry forward only the account codes

themselves without the balances.
Create 5XXX-8XXX Accounts for the incremented fund

Continue
Fund -
Create Zero
Bal Accts

Select to carry the fund forward into the new fiscal year, recreating the
accounts for object codes 1XXX-4XXX with a zero balance while keeping the
same fiscal year.

If selected, the Carry Forward Balances and Create 5XXX-8XXX fields are
cleared and disabled.

Delete

Select to delete the fund. If selected, no additional action occurs for these
funds.

Balances

Carry Forward Select to carry forward account balances (1XXX-4XXX) into the new

fiscal year. You can select this field to carry forward balances or unselect
this field to carry forward only the account codes themselves without the
balances.

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

Continue is selected for a fund.
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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.

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
Unprocessed Budget Amendments

o JV for Create New Accounts - Continuing Funds

o

[¢]

[¢]

[¢]

[ Generate Reports J | Process ] [ Cancel l l Process Status J File ID: C
Processing Reports
Select Report Name

Fiscal Year Close Options Report

Pending Purchasing Requisitions - File 1D € anly

Deduction Checks {Unprocessed) - File ID € only

Transfer Transactions [(Unprocessed) - File 10 C only

Unprocessed Budget Amendments

IV for Create New 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 *n File ID: C

Fiscal Year Close Report Display
‘E &] “»
et Fhan: Fincal Yoar Close Options
City Dis: 15D Poge 1 of 1
Usasr Mama:; From File iD: ToFieD: & SV Nbr:  FINEQY
Hestorical Trons De 06-30-2026 [Nuerwi Vs Tirmns D 07-01-2026
Onginal Fundl  New ComyFwd  Croale

Fecd ¥ Fsd Wt Fund Processing Selection Balamoes  SaOOC-EM000

1636 7 increment O o

16406 7 Inersment O [m}

1996 7 Incremsent O o

2055 Delete O m]

2056 7 Incroment O [m]

2116 7 Increment O [m]

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

[ Generate Reports l Process h.ln:-'. l l Process Status J File ID: C
Processing Reports
Select Report Mame
Fiscal Year Close Options Report
Pending Purchasing Regquisitions - File 1D C anly
Deduction Checks {Unprocessed) - File ID C only
Transfer Transactions (Unprocessed) - File 1D C anly
Unpracessed 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.

@ Export

Do you want to create an export?

Creating an export is highly recommended.

Yes l [ Mo

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.
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Fizeal Year Close Processing I K.I
o Status Extract Type  Start End User 1D Email Error Report
-01- - 36 =01- 37
1027 Completed £y g:‘UI 2026 02:36:48 g:‘ol 2026 02:37:05 Print Report

|l Close |

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
report.

[ Continue * ] File ID: C
Fiscal Year Close Report Display

eI ] '

Dabe Run: Fiscal Yoar Close Stahus Report

Cnty Dist: Iso Page: 1 of 1

File ID: C
From Procedurs Eror Code Description
FINECY o Pending Purchasing Requisitions neversed succasafully.
FIMEOY o Wendar 1095 work table enires deleted suomsashilly.
FINECY D Human Resources Deduction Checks deleted suocessiully,
FINECY ] Human Resources Transfer Transactions deleted succsssiully.
FINEDY 1] Success nsertng fundfiacal year records - new file
FINEQY ] Copy/Move Finance File 10 C to File ID: M completed sucoessfully
FINEQY ] Feseting locounting Periods for File |0 C completed sucoesshly
FINEQY o Reseting Warehouse Accounding Pencds for File ID: C completed successily
FINEOY /] Create new funds process completed successfully
FINEDY V] Creale open enfry trarsactions: process complebed successhully.
FINECY o Updating Credit Memo accounts for incrementesd funds compheted sucossshully
FIMEQY 1] Dieletang credit mamia socounts for dedeted funds complated sucoessiully.
FINEQY 1] Irserting DF_DEMOD completed successiully.
FINEQY /] Irsarting CR_DEMO completed successfully.
FINEQY V] Updating Payroll Distribulion accounts fior incremented funds completed successiully.
FINECY 0 Updating Payroll Traramittals for incremanted funda completed succssshuly
FINEDY ] Updating Extra Duty Cede table for merementad funds completed swcoasstly.
FINEQY ] Updating PMIS: Distribution records for incremenbed funds completed successiully
FINEQY 1] Uspdating Payroll Job Code table for mcrementad funds complated succassiully.
FIMEQY 1] Updating Fayroll Job Code (2) table for incremented funds completed successfully.
FINEDY 0 Updaling Accounts Riacanable for incremented funds complated sucosssfully
FINECY o Updating Acocunts Riecenable - Irmone Payments for ncremernied furds compheted
FINECHY i} Updating Accounts Recenable - Invoice Adjusiments for incremented funds completed
FINEOQY 1] Updating Ascoounts Recenable - Credst Mema for merementsd funds completed
FIMEQY 1] General Ladger accounts inactived for File 10: M for continuing funds completed
FINECY V] Fnance Fiacal Year End process complebed
Enaf of Rt

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.

16. 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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52024

22021

Year: [C 2026 - 2027 v
92018 -
82017 -
72016 -
62025 -

- 2025

42023 -

32022 -

- 2022

12020 -

02019 -

2019
2018
2017
2026

2024
2023

2021
2020

Account Period: [ Apply ] [ Cancel ]

l 09 for August Year-End LEAs '

17. 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.
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...... File ID: C
FINANCE OPTIONS  ACCOUNTING PERIODS CLEARING FUND MAINTENANCE
Finance Opticns Purchasing Options
Current Finance Fiscal Year 7 PO Object Code Restriction i - Claws 1300, 900K, GX00 snd AXIDC ..,_]
Sehool Yesr [2025.;01? ] Primt Federsl ID Mumber an PO: 0
Prewiows Year File |D: |-6 | Use Automatic YR Requisition Number
— Assigrivent 5
Déstrict Federal ID Mumber | 12-3456789 .
I Mexl Avgilable CYR Requisition Myt 370001 I
I Starting Accounting Period: o7 I
- Use SAutomatic MYR Reguisition Mumibser .
Change PO Created by a Requisition: Assigriment: 7
Use Asset Management Cross-Refenence Cl ibhe MY R Feetsition Mumier 000001 |
Table:
Use Automats CYR PO Number @
Use Automatic Vendor Numbeer Agsignment: L)
Assignment
I ailatie CYR PO Number | 470001 I
Use Austomatic NYR PO Rumber C
Ui Automatic IV Number Asdignament ] AETGAITEL i
I ext Avalable [V Wy mber [o7o001 J I wrpilable WY PO Bt [oooo01
Use Automatic Cash Receipt Number Reset Approval Path Purchasing: E
Assignement:
Bt Asilable Cash Recespt Number 170001 I
I BAR Options
Ut AUtomatic PA Number Asssgrimsnt,
- Amandmant Cutoff Date O0-00-0000
I Mt Avsilable Po Nymber 270001
Defaulk Amendment Reason [Budget Amendment |
Payables Date Used: Use trans date for payshles v i
Use Automats Amendmant Number
Désplay GL Inquiry Warning: f;_) Assigriment:
Use Finance Lser Profile for GL Ingquiry I Mext Available Amerdment Mumbser 570001 I
drll-down (570003 )
Indiract Cost Objact Mash: =
Allew for repost option when veiding D
ehipcks ot I et Cost Sub Object Mask |_l'
Allow for Approval Process
Student Activity Fund HR Optians Reset Approval Path O

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 automatically update 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 - Budget Amendment Request 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 2026-2027, 7 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).
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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: a5

Use Sobj/Org for AlL
Offset Accounts: E]

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.

Sa [File 1Dx: C

FINANCE OPTIDNS ACCOUNTING PERIODS CLEARING FUND MAINTENANCE

Codes for Fiscal Year: (7] [¥) [ Ratrieve ' Add [ Delate

Finance Clearing Fund J/ Fiscal Year: | 199/ 7 Payproll Clearing Fund J Fiscal Year [199/7 ]

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 7; therefore, it is
required to complete the following steps to ensure that you are creating a new
fiscal year 7 record.

O In the Codes for Fiscal Year field, select 7 and click Retrieve. If data exists for fiscal year
7, itis displayed.

O Click Delete. The following message is displayed.
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@ 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 7 fiscal year record and complete the following fields:
* In the Finance Clearing Fund/Fiscal Year field, type the applicable fund (e.g.,
164/7, 864/7, etc.) according to your LEA.
» In the Payroll Clearing Fund/Fiscal Year field, type the applicable fund (e.g.,
163/7, 863/7, 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.

18. 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.
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
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program is searching for any out-of-balance accounts in the EOM, current, and next accounting

periods.

=

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 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.

* rocess ) [ Conet

@ d P Lam
Diate Run: Batch Process Balance Error Listing Program: FIN1500
Cnty Dist: 150D Page: 1of 13
Report Type: AC As of: August File ID: C
Account Balances
Calculated Balances
Varkance
Est Rew' Rizd R/
Fred-Fnc-0b). So-0rg-Prog Description Approp Encum Expenditures Balance

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.

19. Verify bank account group fund fiscal year.

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

By default, the fiscal year is masked (i.e., X). It is recommended that the fiscal year remain

masked; however, it can be changed to the next fiscal year.
ASCENDER - Finance End-of-Year Process

2026/07/11 08:20 35


https://help.ascendertx.com/test/business/lib/exe/detail.php/images/ascender_processing_icon.jpg?id=academy%3Abusiness_finance_eoyprocess
https://help.ascendertx.com/test/business/lib/exe/detail.php/general/fin_eoy_step_10_out_of_balance_correction.png?id=academy%3Abusiness_finance_eoyprocess
https://help.ascendertx.com/test/business/doku.php/general/accounting_period
https://help.ascendertx.com/test/business/doku.php/finance/reports/financereports/journalschecksdetailledgers/batchprocessbalanceerrorlisting
https://help.ascendertx.com/test/business/doku.php/finance/reports/financereports/journalschecksdetailledgers/batchprocessbalanceerrorlisting
https://help.ascendertx.com/test/business/doku.php/general/printreport
https://help.ascendertx.com/test/business/lib/exe/detail.php/general/fin_eoy_step_10_batch_process_error_listing.png?id=academy%3Abusiness_finance_eoyprocess
https://help.ascendertx.com/test/business/doku.php/bankreconciliation/tables/bankaccountfundgroups/bankaccountgroupfunds

Business

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

Reset |

Save |

BANK ACCOUNT GROUP BANK ACCOUNT GROUP FUNDS

Group Code: (0001 - GENERAL OPERATING ~ )

Del A Fund EsclYe Obij Sobij Investment Type Investment Description
( ) )
€3] ( ] )
(211) ( 2 )
x) |G . S )
1110 [ ~) ( )

20. Move Budget to Finance.

Move Budget to Finance
Log on to file ID C.

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

IMPORTANT: If you perform this process in Finance, it is recommended that you

& manually create a backup (export) using the Finance > Utilities > Export by File ID
page. If you perform this process in Budget, the system will prompt you to create a
backup (export) automatically.

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

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

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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Rotricree [ Rosat Fila 1D: M
(8) Sumenary OTotals [ Exclude Objects 613X
oo (550 (08 (200 (5 (2500 (¢ (B (O (5
Feund Fume Oty Soby Org  weveesweeses Progesseessere
0 e <
Diotes Fuer: Account Code lnquiny - Sumemany
oy Dl -] Page: 1 of ]
X0 00 3000 300 X008 X 00 X X0 Fla i M
Lamst Yr Cloming  This Yr Oviginal This ¥ Al This ¥ir Actusl Mt Y Met Yr Mt Y1
it Deseripon At Budget Busel Amt Fiagquested Fiscmimend Approved

Fund 1017 FOOD SERVICE
WON-00-5751 00-000-700000  FOOD SERVICE ACTIVITY Mz X2.000 00 32,000.00 6 eEa 2T 000 33.000 00 33,000 00

ETXK REVENUES 3141 28 2,000 00 32:000.00 34 684 27 .00 33,000 00 ,000.00
101-00:-5829 00-000-700000  STATE PRG REVS DISTREBUTED B 180 95 180000 180000 (EI-E T 010 150000 1.900.00
101-00-5831.00-000-700000  TRS ON-BEHALF BENEFIT 1196174 L1 000 0o 000 000 000
101-00-5831.00-999-7599000  TRS ON-BEHALF BENEFIT a5 a0 o0 (1] 060 000 (1]

SExXX STATE REVENUE 1379369 1,800 00 180000 191294 000 1,500 00 1,500.00
107-00-5521 00-000-700000  STHOOL BREAKFAST PROGRAM 150821 26 143,000.00 183,000.00 WA 000 175.000.00 17%,000.00
101005521 01-000-700000 PR YR SCH BREAKFAST PROG 000 Qoo 000 000 000 000 Q00
107-00-5521 SF-000-700000  SBP- SUMMER FEEDING 1050.16 200000 2000.00 (1] 000 3.000.00 3,000.00
101-00:-5922 00-000-700000  HATICMAL SCHOOL LUMCH PROGRAM 33040 29 32100000 32100000 7900350 00 337.436.00 3743600
101-00-5922 01-000-700000 PR YR NATL SCH LUNCH PROG [T a0 000 [15] 000 000 000
101-00-5922 SF-000- 700000 NSLP- SUMMER FEEDING 781788 £.00000 6/000.00 (1] 00 750000 7.500.00
107-00-5923 00-000-700000  USOA DONATED COMMODITIES 20,058 00 BN200 3BN200 00 000 35560 00 35,560 00
1071-00-5923 CN-000- 700000  COMMODITY DLVY FEE REMEURSE 00g 500 00 S00.00 00 Qg 500 00 50000
1071-00-5939 01-000-700000  CHLD AND ADULT CARE FOOO PROG 0.00 000 0.00 0.00 000 0.00 0.00

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.
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Under Update Amount Options:

Full Select if you are moving your budget to Finance for the first time. If Capture
Amount |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 Select to allow to capture the original budget. No other columns in the Finance
Budget general ledger are updated, and no transactions are inserted. If the account does
Only 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).

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

2026/07/11 08:20 38 ASCENDER - Finance End-of-Year Process


https://help.ascendertx.com/test/business/lib/exe/detail.php/general/fin_eoy_step_16_move_budget_to_finance.png?id=academy%3Abusiness_finance_eoyprocess

Business

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

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

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

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:

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

#[ Process ] [ Cancel l

AR
Time Run: Error Report - Move Budget to Finance General Ledger Page:1of 1
Cnty Dist: 15D File ID: C

From Budget File ID N To Finance File ID C Acct Per: 07

JV Number: MOVBUD Transaction Date: 07-01-2026

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.

FndYr Total GL Debits Total GL Credits Out of Balance Amt

1997 8.010.512.00 8.208.846.00 198,334.00
2057 .00 83.728.00 83.723.00
217 .00 104,237.00 104,237.00
25507 00 5.073.00 5,073.00

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 ‘

2 A .
Time Run: Move Budget to Finance General Ledger Page: 1 of 40
Cnty Dist: ISD File ID: C
From Budget N To Finance C Acct Per: 07 Account Change Notifications
JV Mumber: MOVBUD Transaction Date: 07-01-2026
Finance Amt
Fnd-Fnc-0bj.So-Org-Prog Description Before Update Budget Amt Action taken

199-00-3700.00-000-700000 BUDGETARY FUND BALANCE 00 198,334.00 Offset Acct updated to balance fund

Func 00 Totals: .00 198,334.00

Fund Totals: .00 198,334.00

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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* Process ‘ { Cancel

T % fr 4P

Time Run: Move Budget to Finance General Ledger Page: 80of 89
Chnity Dist: ISD File ID: C

From Budget N To Finance C Acct Per: 07 General Joumal

JV Number: MOVBUZ Transaction Date: 07-01-2026

Fnd-Frc-Obj.So-Org-Prog Description Debits Credits
199-71-6512.00-999-739000 COPY MACHINE LEASE- PRINCIPAL .00 -7.500.00
193-71-6512.02-933-733000 POSTAGE MACHIME LEASE - PRINCI 00 -500.00
199-71-6512.TT-999-799000  TURF TANK LEASE .00 -8.000.00
193-71-6514.00-999-799000 SBITA - LEASE-PRINCIPAL 0o -2.100.00
199-71-6519.00-999-799000 DEBT SERVICE PRINCIPAL ili] -185.000.00

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

he Move Budget to Finance process completed successfully.

*[ OK

[ Click OK.

21. 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

Once complete, log out of Finance and then return to refresh the system before

ﬂ Larger districts should allow extra time for Move Budget to Finance processing.
running the Finance inquiry.

Run an inquiry to verify that the Budget moved to Finance successfully.
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File: ID: C
GEMERAL LEDGER INQUIRY GENERAL LEDGER ACCOUNT SUMMARY EMPLOYEE DISTRIBUTION LIST INQUIRY  OVER EXPENDED ACCOUNT SUMMARY
[¥] Processed ] Current Period: 07 Mext Pericd: 07 [[] Batance Accounts Onty (] Include Fund Totals [[] Exclude Objects 61X
Fund  Func Obyj Soly g e PO [ - l I - ]
phrigve st
e coce (i) (o (oot (o)t (o) () (6% () () :
-
o E el 4y
Dt Rurnc Incpuiny Inormration ko Al ACCounts
Crity Dist: 50 Poge:2el 37
Processed [ Curent (07) B Mext 07} B XL MM MO0 KX HOOK X XM X MK File B0 C
Est Rurvanisn Fizd Rvverun
Acoount Number Desscription Er Balance
101 35 6M2 SF 999 T 99 0 00 NON-FOOD- SUMMER FEEDING PROGR -2.000.00 0.00 0.00 -2,000.00
101 35 6343 00 959 7 99 0 00 SHACK BAR NON-PROGRAM FOOD ~10.000.00 0.00 0,00 =10,000.00
101 35 6344 00 999 7 99 O 00  USDADOMATED COMMODITIES +35,560.00 000 0.00 ~35,560,00
101 35 6199 00 999 7 99 0 00 SUPPLIES & MATERIALS ~10,000.00 000 0.00 ~10,000.00

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

22. (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

CREDIT CARD CODES ~ DUE TO FUND

Starting Fund:l_l [ Retrieve ] [ Print ]

Delete Fynd  ToFiscal Year Description
o 199 [ 7 ] [ceneralFund |

(2o )
@ (481 ) [[7 ] [compus Activity Account ]
( J

| 7 I l Student Activity Account ]

-[E];:Lr.--. +) Add

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

23. 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.

| Save | Year: C
HR OFTIONS
Retrieve Print |

TRS District ID: 1234 Calculate Accrual Salaries:
- Check Amount - Alpha:
I Payroll Clearing Fund/ear: I » Summarize Benefits Interface: [:l

TWC District ID: i Supplemental Tax Rate: 22,00%;|

Use Direct Deposit (YN, or Ef: 1837 hic Funds Transfer v: Standard Hours per Workday:

TRS Cost Education Indes: Max Gross Amt for District: 20,000.00
Distributions Built By Amt or 9%: [4-Amount v | Auta Assign Emplovee Number:

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.

24. 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.

-

Save ; Year: C
ACCRUAL EXPENSE
nL':'IL"-'L' | Pr"lt
Delete  Fund | Expense Fiscal Year Description

o GENERAL FUND )|

e ]

m 224 IDEA-PART B ]

FOOD SERVICE J

o [=5) TTLE I |

Add

4 Click +Add to add a row.

Field
Fund

Description

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).

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

Description

O Click Save.

25. (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
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If your LEA uses the next year Purchasing feature, move all purchase orders and requisitions (in
Approved status) that were created in next year Purchasing to Finance and current year
Purchasing.

Execute * Flle ID: C

Requisition Accounting Period in Current Finance: 06

PO Date:[07-01-2026 ]

() Clear Next Year Requisitions Only

I @l Move Next Year Requisitions 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.

[ 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.

26. 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.

It is recommended to update the Amendment Cutoff Date under BAR Options on the
Finance > Tables > District Finance Options > Finance Options tab.
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CURRENT YEAR NEXT YEAR
Retrieve l [ Print ]
Use Blind Receiving: D Use Req Mumber as JV Number:
Allow Partial Receiving: D Cutoff Date: 06-01-2027
Allow Receiving Overage: D Percent of kems Over:
Print Extended Description: Create Receiving Payables: D
Allow for Approval Process: Restrict Campus/Dept:

27. (If applicable) Update user accounts.
(If applicable) 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.

Tar Fund'¥r

(s 1)

D I
GENERAL FUND

Froem Fundfr Diescription

GENERAL FUINDY Process

19976
Acoounts Recerable

Budget

Budget Amendment Roquests|
Finance

Grants and Prajects
Purchasing Requisition
Restock Requisition

'I
J
|
|

= Travel Reimbursement
. ‘Warchouse Requisition

00EB0REE0 § ?

[
L=
:

I

<

<

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

i i 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.

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

Notify HR/Payroll to proceed with the first payroll

-~ This step does not apply to June Year-End LEAs, as they are not processing the first
@ payroll of the school year at this time. Refer to the ASCENDER - (CRT) First Payroll
of the School Year (July Start LEAs) guide for further information.

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.

29. (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.

30. (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.

Year 1

Create Finance Audit File from
Acct Period:
(® Current General Ledger ) [:]
Thru
Year To Date General Ledger - [—]
O 9 Fiscal Year:
O Current and YTD transaction files
Year 2
Acct Period:
Thru:
Fiscal Year: |
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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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