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ASCENDER - Warehouse End-of-Year Process

Created: 05/02/2023
Reviewed: in progress
Revised: in progress

The purpose of this document is to guide you through the process of ending the current fiscal year

and beginning the new fiscal year.

This document assumes that you are familiar with the basic features of the ASCENDER Business

System and have reviewed the ASCENDER Business Overview guide.

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

Warehouse End-of-Year Process

1. Generate the BWH1250 - Back Order Report.

Generate the BWH1250 - Back Order Report

Warehouse > Reports > Warehouse Reports > BWH1250 - Back Order Report

Generate the report for the current year and save a copy.

Reports > Warehouse Reports BWH1250 - Back Order Report
BWHI1000 - Inventory Status Report (
BWH1050 - Warehouse Inventory Report Sorted By Category Parameter Description Value
BWH1100 - Rearder Report
BWH1150 - Print Shipping Order Current Year{C) [(_'

BWH1200 - Reprint Shipping Order

BWH1250 - Back Order Report

BWH1300 - Beceiving Report for Inventory ltems
BWH1350 - Warechouse Transaction Register
BWH 1400 - Inventory tem History Report
BWH1450 - Print Purchase Order Form
BWH1500 - Reprint Purchase Order Form
WH160 L r C 3
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Date Run: tems On Back Order Program: BWH1250
Crty Dist: Page: 1of 1
Warehouse 1D
em Req
Murnber Description ﬂ“a'q Rem Quantity Date Organization Shipping Description
001021 BATTERIES. AA 026345 001 36 05-18-2022 001 - SHEPHERD HIGH SCHOOL  Shepherd High
AA ALKALINE BATTERIES, 36/PACK (MN15P3E) fastenal
001178 o gloves vimd 024103 002 5 01-04-2022 750 - BUSINESS OFFICE Business Office
d gloves viryl
001251 foor finish untouchable low 026442 001 4p 05-31-2022 331 - CUSTODIAL CUSTODIAL
fhoor finish untouchable low maintenacne Sgal pal
026443 002 40 05-31-2022 931 - CUSTODIAL CUSTODIAL
fhoor finish untouchable low maintenacne Sgal pai
026444 (002 40 05-31-2022 931 - CUSTODIAL CUSTODMAL
foor finish untouchable low maintenacne Sgal pai
Totals for item 001251: 120
End of Report

2. Create a Finance export (backup).
Create a Finance export
Finance > Utilities > Export Finance Tables

Export a copy of all current finance tables, requisition tables, and accounts receivable tables
and save the file.

A omesmeene v Finance B
[ Execute ]«

Export Filename: db001905_05022023_fin.rsf

Enter the Password to be used for the Archive: [ ]

O In the Enter the Password to be used for the Archive, enter the password to be used to
retrieve the data from the file.

O Click Execute.

3. Cancel EQY outstanding back orders.
Create credit card transactions

After the above steps are completed, you can use one of the following three methods to create
credit card transactions.

1. Create a requisition in Purchasing
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Purchasing > Maintenance > Create/Modify Requisition

Delete  Mobe e Catalog Mbr  Deseription Quantity Ui of s Unit Price SubTonal Commodity Code

Loy Deeseription St Discount % Dhiscoeant Amt Freight Elig Freght % Freaght Amt

Description Balaram Ame Pt Amgirn

O Create a requisition.

o In the Credit Card Code field, press the SPACEBAR to view a list of credit card codes tied
to your user profile. Select the appropriate credit card code.

6 Reminder: The vendor selected on the requisition is the vendor that is being paid
with the credit card, not the credit card company.

Soft encumbrance:

162-53-6399-00-892-299000 Debit
162-00-4310-01-000-200000 Credit

Post the payable transaction:

Finance > Maintenance > Credit Card > Posting - PO Tab
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=
POSTING -PA  POSTING- PO RECONCLUATION

Fastrigal Options

O Momisar PO Fsaser Sart Koy [ irier Mammas eater Mew Diata Original St Balarcs At flag M
IMMTR  OFRCESUPPUES QUILL/QUILL CORPORATION OT538 03162022 00

Crecit Casd Tearsctions

Oeiete  Deiasd  Aevese  Fmc  AcPer

] o [z 52 cma e aar e

Acronse Cioda Sumemary.

Contra Armnict Lod Uka<eAmt Lrsumeane Ay b Lsand At Latuizited AT
1000 D00 200060 17 r

Totais T T

O After the requisition is approved, retrieve the PO to post or create the payable transaction
(credit card transaction).

o The contra account is the credit card account from the credit card table even though it is
different from the purchasing fund. This means that due to/due from accounts will be

created to complete the accounting transactions.

Encumbrance liquidation:

162-00-4310-00-000-200000

Debit

162-53-6399-00-892-299000

Credit

Expenditure:

162-53-6399-00-892-299000

Debit

162-00-2177-99-000-200000

Credit

199-00-1261-00-000-200000

Debit

199-00-2110-01-000-200000

Credit

2. Create a PO in Finance

Finance > Maintenance > Postings > Purchase Order
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JOURMAL BUDGET  JOURMAL INQUIRY ~ PURCHASE ORDER  CASHRECEIFT  CREDITMEMO  CHECK PROCESSING - PA  CHECK PROCESSING - PO JOURMAL ACTUAL
Detautt PO Reason:
PO Number: [ ) vendortumber ] [ et [ Diecoy | [ ] @view Account Detais
PO Mbr: PO Raascn Sart Key [ Vendor Mamse Wangor Nbr: Date: Oniginal Amt: Balamca Ambt  Reqg Mbe:  Contract Typs:  Bundla Mo, Bid Mbr
(004444 ] [TASBO REGISTRATION | [TAs@0/ TASBO 00735 | [vozas | [ o3-16-2082 | 400.00 400.00
[ )i % ]
Delete  Detail Reverse Agcoynt Code Descriction Sgcoynt Balance Encymbrance Ami Ligyidated Bal Dutstanding Amy
o (o] 162.53.6411.00. 892209000 | § STAFF TRAVEL- IS -2.244.00 000 400.00
Totals: 000 400.00
Updats Detads Add
Account Code Descriotion Heason At Par Encumbrance Amt Trans Date User I
162-52-6411.00-892-299000 STAFF TRAVEL-IS [TAsBO REGISTRATION ] 03 400.00

O Create a PO; however, in this case, the payable will be entered as a credit card transaction.

Encumbrance:

162-53-6411-00-892-299000 Debit

162-00-4310-00-000-200000 Credit

Post the payable transaction:

Finance > Maintenance > Credit Card > Posting - PO

5 Fin D C

POSTING - P, FOSTING: PO RECOMCLMTION

Ratrigvil Optiarn
PO Mamber PO Fewsor S0t Key Fviender Name o Mlx Dune Orgnal it Balance hust oy Hlr Reguistion States Rasieev Dol Crosht Casnl
AT OFFCESUPPLIES QULL/QUILL CORPORATION O7S38 03-18-3003 200 008 309N Approwed 1560
Croit Card Trarcadections
Ouisty  Dwisd  Aevews Buc Sl AT ed g E L el Fadsn Bl L A Ll AT IR L Nrieit Nar S sy
(] CTO R T T ] Eetcee_w) [t ) (Ot s 1 0 z200] [ 2200] [Oie ) [1mee ] 19900 211000 coo
Totsa 2100 T
Accmunt Cade Summany
Acreunt Code Dugeristion Copntra Aegimart Code Ealane Aevi Esgumirance dire et Exgered divg Ledrted i Ermibearos Bal
263 53 BI00 BT 00 SUPPUMTRLLPEST 5 1 40 43 10.00- 000 200000 Tar44 Zrod o0 200 Cr
Totala: 2200 0 200 20

O Retrieve the PO to post the payable transaction (credit card transaction). Since this
transaction was created without selecting a credit card code, a message is displayed as a
reminder. On this tab, a credit card transaction is entered similarly to the Finance >
Maintenance > Postings > Check Processing - PO tab.

o In the Type field, select the type of credit card transaction (Purchase or Return).
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o In the Credit Card Code field, select the credit card code for the card used.

Encumbrance liquidation:

162-00-4310-00-000-200000 Debit
162-53-6411-00-892-299000 Credit

Expenditure:

162-53-6411-00-892-299000 Debit
162-00-2177-99-000-200000 Credit
199-00-1261-00-000-200000 Debit
199-00-2110-01-000-200000 Credit

3. Create a credit card PA in Finance

Finance > Maintenance > Credit Card > Posting - PA

P Number: (015643 ] Vendor: [91921 ; CITIBANK | CITIBANK ] | | | Diractary |

Vet Adcount Dhtanl

PA Mumber Vendor
015643  CITIBANK/ CITIBANK 91921 [ ] [ ]

Credit Card Transactions

Delste  Datad Reverse Proc  Acct Par Agogunt Codg Twen Lt Card Cody FBeason bt Expend Amt
Rleverse O 03 199-41-6499.00-702-299000 CreditCand 1569 [cREDIT CARD NTEREST ] 15.0¢
Totals 15.0C

e

Acgount Code Descriptan Balance Amt  Mat Expend Amt
199-41-5499.00-702- 299000  MISC EXPENSE BOARD EXPENSE 75966 15.00
Totals: 15.00

O If a PO was not created, a credit card transaction can be posted as a PA.

Expenditure:

199-41-6499-00-702-299000 Debit
199-00-2110-01-000-200000 Credit

4. Mass delete requisition records by fund.
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Post returns
Finance > Maintenance > Credit Card > Posting - PA or Posting PO

To ensure that the check to the credit card company is correct, all returns must be posted
before reconciling the credit card statement.

POSTING - FA POSTING - PO RECOMCILIATION

FRurtrigval Optssns

ber: [D15642 | vendor: [(0735 . TASBO / TASBO ] | ki ] l cwcion ]

B Mumber  Virsdor
015642 TASBO f TASBO 00735 l - | l

Crediit Card Transactions

Apcgunt Codg Time | Credit Card Code Beason et Expend Amt | inveice Doty | rwicy M Contra Account, |
162.53.6411.00.892.2900000 Roturn 1582 [,_ CEL REGISTRATION 20000 N o3 16 ,_-__;'| | ] 199.00-2110,02-00 |
Totals| -200.00

——

Ageount Cote Descrigion.  Galance At et Expend At
162-53-6411.00-892-299000  STAFF TRAVELS 244400 200.00
Totais: -200.00

Verify that the following fields are completed for a return:

o The Type field must be set to Return.

o The Net Expend Amt field must be a negative amount.

o A credit memo number must be entered in the Credit Memo Nbr field on this tab prior to
saving the record.

In the above example, a return for $200 to cancel a TASBO registration was created on the
Finance > Maintenance > Credit Card > Posting - PA tab.

Reverse expenditure:

162-00-2177-99-000-200000|Debit
162-53-6411-00-892-299000 Credit
199-00-2110-01-000-200000|Debit
199-00-1261-00-000-200000 Credit

5. Reverse pending requisitions.
Post interest and miscellaneous charges

Finance > Maintenance > Credit Card > Posting - PA
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As needed, create transactions for interest and other miscellaneous charges as a credit card PA
transaction.

POSTING-PA  POSTING- PO RECONCILIATION

Retrigwal Opticns

P Muamibir [‘.1-:;.-:1' ] Viendor [-utl'.': CITIBANK [ CITIRANK ] I ] | Direciory ]

Wiew Accourd Detail

P Numbes  Viendor 0 [ ;
015643 CIMBANK / CITIBANK 91921 | e 1 o ]

Credit Card Transactions

Delete  Detail Reverse Broc  Acct Per Agroynt Code Tyoe Credit Card Code Egason Met Exgend A
| Revorse ] 03 199-41-6499.00-702-299000 Credit Card 1569 [CREDIT CARD INTEREST ] 15.0¢
Totals 1500

Account Code Summary

Acgent Coda Descraption Balance Amt  Nat Exgand Amt
199-41-6493.00-702- 209000  MISC EXPENSE-BOARD EXPENSE 75366 15.00
Totals: 15.00

In the above example, a transaction of $15 for credit card interest was posted.

Expenditure:

199-41-6499-00-702-299000|Debit
199-00-2110-01-000-200000 Credit

6. Initialize year inventory files.
Reconcile the credit card statement
Finance > Maintenance > Credit Card > Reconciliation

After all credit card transactions are entered, reconcile the credit card statement to the credit
card transactions.
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O Use the following fields to begin the reconciliation process:

o

In the Vendor field, select the credit card vendor (company).

In the Credit Card Code field, select the applicable credit card code to retrieve all
transactions that were entered for that credit card.

In the Statement Balance field, enter the credit card balances from the credit card
statement.

Proceed to reconcile the credit card transactions. As returns/payments or charges are
selected, the balance and the check amount totals are updated.

[¢]

[¢]

o

O Click Save as Pending to save and then when finished, click Reconcile.

During the reconciliation process in the next month, the payment transaction(s) to the credit
card company will be displayed on the Finance > Maintenance > Credit Card > Reconciliation
tab.
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Credit Card Recondlistion Reports

Outetanding/Cleared ReturnsPayments and Outstanding®learsd Charges

rd Reconciliation, Month of March

Paga: 10 1
Vendor Mbe 91821 - CITIBANK File ID: c
Accounling Period: Al YTID + Current + Next
Credit Card Stalament Systemn PA Nbr Chesck Amount
Previcus Balance. 00 Eystern Balance. + 277362 5711 8,774 57
Cleared Retsms. oo Outstanding Relurns: * -86.03
Cleared Charpes: 0o Outstanding Charges: + 00
Cleared Check Peyments: 00 Qustanding Check Payments: ’ -5B.647 61
Staternent Balance: 00 Sistement Balance. ' 1]
Miscellaneous Adjustment: 3 o
Unreconciled Difefence: -53,135.08
End of Report
Expenditure:

199-00-2110-01-000-200000|Debit
199-00-2110-00-000-200000 Credit

After you click Reconcile and the credit card statement is reconciled, a PA is created for the
credit card company on the Finance > Maintenance > Postings > Check Processing - PA tab.

| Save Filee IDx C Acrount Period: 03

POURNAL BUDGET  JOURMAL INQUSRY  PURCHASE ORDER CASHRECEIFT  CREDIT MEMO CHECK PROCESSING - PA CHECK PROCESSING - PD JOURNAL ACTUAL

P4 Number.  Sort Key [ Vendor Name:  Vendor Numbar
015711 CIMBANK / CITIBANK. 91921

=] [ -

Delete Detsil Reverse Prog fcgiPer Agcount Cods Tems Check Mpr Check Date Beason MstExgend Any  |ovoiceDgte  invpice Nix Cootrp A
B O Bwmeme [] 03 199-00-2110.02-000-200000 [Comurer N T | 877380 | [ ] tes-00-21100
0 Rewne [ 03 199-00-2110.02-000-800000 [Computer [.—.—.--— J 14477 i - _] [ _] 159-00-2110
2 O Gwess [ [Foat ] ssa00 | Ll ] 1e9-00-28104
Totals B.I7457
»
Acogunt Code Desorietion
199-00-2110.02-000-300000  ACCOUNTS ) 018 877380
199-00-2110.02-0090-800000  ACCOUNTS ; 4477 14
199-00-2110.02-000-900000  ACCOUNTS PATABLE 356.00 356,00
Totats 237457

I ' It is helpful for tracking purposes to enter the statement date in the Invoice Date
&3 field and the statement month as the Invoice Number.
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7. Update the fiscal year for Warehouse ID(s).
Process payment to the credit card company
Finance > Maintenance > Check Processing > Print Checks

Process the payment to the credit card company.

PRINT CHECKS WVOID CHECK

[ ——

Select vendors for printing checks. Click Mext to view checks.

Vendor Check Iens  Credit Separste  EFT PQJPA  Check
Select AMNumber VendorSomkgy VendorNgme  Amount  Amoynt Amopnt  Check  Payment Number Type  Check Nows
91921  CITIBANK CITIBANK 1350540 13.505.40 000 N N 3

Selected Check Amount Total:  13.505.40 Check Trans Amount Total:  13.505.40 Credit Amount Total:  0.00

The transaction for the check to be issued to the credit card company is displayed.

To post check:

199-00-2110-00-000-200000|Debit
199-00-1110-00-000-200000 Credit

During the reconciliation process in the next month, the payment transaction(s) to the credit
card company will be displayed on the Finance > Maintenance > Credit Card > Reconciliation

tab.
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