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This manual will help MCS]J users through the preparation and finalizing of the fiscal end of year
rollover. In addition, it will help with the initial set up of the new fiscal year. The manual is intended as

a general guide for procedures, required journal entries and routines, and recommended reports.

After a Preliminary rollover occurring at or near the actual date of the new fiscal year, users will have
the capability to work simultaneously in the new budget year as well as the prior budget year. Once all
year-end preparation has been completed, the system will require that the user run a Final Close to the
prior year within 90 days of the actual fiscal year start date. However, even after the Final Close has

been run, audit adjustments may still be entered against the prior year.

=
] The number of days in the preliminary period can be optionally extended beyond 90 days in Finance
Parameter Maintenance.

Preliminary End of Year Routine

The Preliminary End of Year routine should be run when the actual start of the new fiscal year begins.
This routine will roll the system to the new year, but still allow the user to work in the prior year. By
rolling the system to the new year, the user will be able to enter cash receipts, issue checks, and keep up

with daily work. No closing or opening journal entries are required at this time.

&
=l When Utility and/or Property Tax modules are installed, the routine will also generate new year cycle
records if they don't already exist.

The following items should be completed PRIOR to running the Preliminary End of Year Routine:

1. Update all prior year Payment Window receipts (Miscellaneous, Tax, Utility). If WIPP is
used, remember to download WIPP payments from the last day of the year (on the 1st day
of the new year).

2. Update any prior year, non-recurring Finance batches.

3. Run the Update Utility /Property Tax Receivables to Revenue routine (if applicable). Please
note, this routine can now be run for Prior Year dates.

4. Complete all prior year Escrow module activity (if module is installed).

5. Update any prior year Payroll Budget Distribution batches. A new year payroll may be
processed prior to running the Preliminary EOY Routine. The Budget Distribution Batch
for a new year payroll will remain open and can be updated after the EOY routine is run.
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6. Update any prior year Inventory transactions (if module is installed). Please note, if
you run on a 'Consumption' Inventory Method (found in Fund Maintenance), you can

post transactions to your prior year.

-
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=l All users must exit the system in order to run this routine. The MCS] service will be automatically
restarted.

Select System Ultilities>Finance End of Year>Preliminary End of Year Routine.

Preliminary Finance End of Year Routine

(] Next b4 Close (2] Help
Complete all Current Year Payment Window Cash Receipts posting to Revenue, LHility Billing Receivable postings to
Rewvenue, and Escrow activity before initiating this process.
Current Year PO, Contract, Contract PO and AR Invoice activity can be entered up until the Final End
of Year is completed (The Final End of Year must be run within 90 days of the new Current Year 5tart Date).
You should print all reports and have a current backup of your system before proceeding!
Year to Create: | 2823 Current Year: | 2822
Finance System:
The next future year's G/L, Expenditure, and Revenue masters are created.
The Current Year becomes the Prior Year.
The opening balance for Asset. Liability, & Fund Balance G/L Accounts will be calculated.
The G/L Accounts on all Perpetual Accounts will be changed to Current Year.
The Current Period Routine is run for the first month of the new year.
The new year will be added to the Department Security range.
Accounts in recurring batches will be updated to the new Current Year.
All Mumeric Revenue Accounts referenced in Payment Codes will be updated to the new year.

¥TD Totals will be reset on all Perpetual Revenue Accounts.
A/P System:

The Vendor YTD totals will be reset.
Escrow System:
Changes all Numeric Revenue & G/L Accounts on all Projects to Current Year.
All Project YTD Totals will be re-calculated.
Payroll System:
Changes all Numeric Expenditure Accounts (except history transactions) to the new year. This includes Time Entries
and Budget Distribution Batches.
H/R System:
Changes all Numeric Expenditure Accounts (includes unexported attendance transactions) to the new year.
Utility System:
Changes all Numeric Revenue & G/L Accounts to the new year. Create Utility Cycle records for new year.

Click Next to run the routine.

Features of the preliminary end of year period are listed below:




1. Accounts Payable (PO’s and checks) and A/R invoice activity can be entered in the cur-
rent and prior fiscal year.

2. Journal entries and Finance Cash Receipt batches can be dated in the current or prior year.

3. Payment Window receipts for Tax, Utility and Miscellaneous payments may be posted
with a prior year date, but will NOT update to the Finance system. These entries must be
recorded manually.

4. A/R invoice payments may be posted with a prior year date and will post to the Finance
system.

5. Entries made in the prior year will affect the prior year G/L, but will not automatically
update current year opening balances. The opening balance on current year G/L accounts
will be automatically adjusted for prior year entries when the Final Close is run. If the user
wants to adjust current year opening balances prior to the Final Close, they can utilize the
Recalculate G/L Open Balances routine (located under System Utilities>Finance End of
Year menu).

z/‘

I The G/L will be out of balance by the difference between revenue and expenditures immediately after
the Preliminary EOY Routine is completed. Closing the G/L Revenue and Expense accounts to Fund
Balance and recalculating the new year G/L opening balances will bring the G/L back into balance
and can be completed at anytime by the user. These routines are discussed a little later in the manual.

- sers with the Property Tax and/or Utility modules may have a few additional procedures to follow

after completing the Preliminary EOY Routine. Users should refer to the Property Tax and Utility
EOY manuals for guidance.

Change Auto-Number Prefixes

Although not a requirement, most users will want to update auto-number prefixes for purchase orders,
requisitions and contracts. Depending on the modules installed, the user may also want to update A/R
Invoice, Work Order, Permit and other prefixes. All auto-number prefixes are updated in the various

Parameter Maintenance menu options under System Utilities.

To update purchase order and requisition prefixes, select System Utilities>Finance Parameter Maintenance.
Click on the A/P tab.
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e Finance Parameter Maintenance BE
&HSave | ¥Cancel = @ Help
System Module must be locked to edit the fields displayed in red.
General | G/L | Revenue | Budget | Escrow | A/P
General | PO/Requisition Format | Signatures
Check Format: MICR Encoded (37 PO’s) Assign PO Number: |v/
Print Vendor Addr2 On Checks: |v Current Future
Print Invoice Amounts on Checks: |v/ PO Pefix:
Positive Pay Export File Format: |Edmunds Standard ¥ Quick Entry Prefix:
Req. Quote Required Threshold: 3,750.00 Req. Create PO Prefix: 20-
Purchase Threshold 1: 17,500.00 Assign Contract Number: | v/
Purchase Threshold 2: 25,000.00 Contract Prefix: |
Purchase Card Vendor 1: M\ssign Req Number:
Purchase Card Vendor 2: Current Req Prefix:
Purchase Card Vendor 3: Future Req Prefix:
Purchase Card Vendor 4:

Click Edit. Change the applicable prefixes to reflect the new budget year. Click Save.

Preparing for the Final Close

After the Preliminary End of Year Routine is run, users have a maximum of 90 days (or number of days
specified in Finance Parameter Maintenance) to prepare for the Final End of Year Routine. This section
will discuss what needs to be done during this time period to ensure an accurate and successful final
close. It should be noted that the Final End of Year Routine can be run at any point during the pre-
liminary close period. As soon as it is determined that all purchase orders and checks have been charged
against the prior year, the Final End of Year routine should be run.

The following preparation points will be discussed in this section:

o Review status of outstanding purchase orders at year end
o Complete prior year A/P and A/R activity

o Complete closing entries

o Recommendations for final reports




**Review Prior Year Purchase Orders**

During the Preliminary EOY period, users have the option of receiving prior year purchase order line
items with a current (new) year or prior year date. If received with a current (new) year date, these line
items will be considered open encumbrances at the time of the Final Close and WILL cause the current
(new) year budget to be increased. Purchase order line items received with a prior year date will be con-
sidered prior year expenses and payables at the time of the Final Close and WILL NOT increase the cur-
rent (new) year budget. It is the user’s responsibility to ensure received dates are properly entered

during the Preliminary EOY period.

z/\

] Cash Basis Clients Only - All outstanding purchase order line items (Open, Rcvd, Aprv, Held) are
considered open encumbrances and will cause an increase to the new year’s budget if they are left out-
standing as of the last day of the prior fiscal year.

4

Reviewing the status dates on prior year purchase orders should begin immediately after running the
Preliminary EOY Routine and should continue up until the Final Close is run.

PO Status Report

In order to review the status of purchase orders at year end, the date sensitive P.O. Status report should
be used in lieu of the P.O. Listing. Run the report for Open purchase order lines and decide if they
should be considered expended in the prior or current fiscal year. To expend in the prior year, they
should be marked Received, Held or Approved with a prior year date. Otherwise, the Final Close
Routine will increase the new year’s budget by the amount of any purchase order line items that were

Open as of the last day of the prior fiscal year.




GAAP EOY

E
(=) Print 3 Close € Help
Enter the Following:
Report Sequence:
Expenditure Account -

Select ltem As of Status to Include
v'| Open
Paid
Revd/Aprv/Held

Void
Deleted

Select Purchase Type to Include
v| Bid |v| Other
v'| State |v'| Exempt

As Of Date:
e
Prior Year Only
| Print to Screen

Print to Excel

P.0. Status Report

Year to Print: |Current -
Range of Accounts (Blank for All)
- - - 10 - - -

Range of Rcvd Batch Ids (Blank for All):

Print Perpetual, Revenue 8 G/L Accounts

Report Format:
Detail >
Print Line [tem MNotes
First Enc Date Range:
M| | to m
P.O. Type Option:
All -

to

Include Project:  Include Revenue and G/L:
No No
Include Non-Budgeted

Print Subtotals for:

CAFR Department
Print Page Break After:
Department

Complete Prior Year Activity

All prior year purchase orders and checks need to be entered prior to the final close. The status of all

purchase orders as of the last day of the prior fiscal year should be verified.

All prior year A/R activity must be entered prior to the final close.

“

I

Complete Closing Entries

Journal entries may be posted after the Final Close.

Now that ending balances have been verified, G/L journal entries are required to close revenue and

expense accounts to fund equity. If your organization uses a detailed G/L, you may need to close indi-
vidual revenue and expense accounts. If your organization uses budgetary control accounts in the G/L,
then only these control accounts will need to be closed. Before closing the revenue and expense
accounts in the G/L, run a Chart of Accounts, Trial Balance or Income Statement report and keep the

report on file.




If preferred, the accounts may be closed manually by creating a G/L Batch. Otherwise, the Create End
of Period Closing Entries routine can be used to create the G/L Batch automatically. Instructions for the

routine are provided below.

l-—ﬂ// Closing entries can be made before or after the Final Close Routine. If you make closing entries prior
to the Final Close, G/L opening balances will be adjusted automatically for the closing entries at the
time the Final Close Routine is run. If you choose to wait until after the Final Close, you will need to
run the Recalculate G/L Opening Balances Routine (discussed later in this manual) to update begin-
ning balances for the new fiscal year.

G/L End of Period Closing Routine

This routine will create a G/L Batch to close G/L revenue and expense accounts to Fund Balance. All
G/L account types should be set properly prior to running this routine. (i.e. Expense, Revenue, Fund

Balance)

l—ﬂ// This routine must be run separately for each fund.

Select Finance>G/L>Create End Period Closing Entries.

E Create End Period Closing Entries [ =

€& Next b4 Close (2 Help
This routine will create a G/L Batch to close G/L Revenue and Expense Accounts to a Fund Balance

Account as of the Posting Date.

Warning: Once closing entries are posted to G/L Revenue and Expense Accounts, an Income Statement
can no longer be printed for that period because it will reflect zero net activity for the period.

Enter Selections:
Batch Id:
G/L Fund Balance Account: - -
Posting Date: ]
Entry Descript:

Batch Id - Enter a unique G/L Batch Id.
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G/L Fund Balance Account - Use the picklist to select the Fund Balance G/L account to close expenses

and revenues against. The G/L account chosen must have the Fund Balance type.

Posting Date - This date will be used as the default transaction date for each closing entry created in the
G/L Batch. It should be dated the last day of the prior fiscal year.

Entry Description - A default description may be entered for each entry created.

Click Next to run the routine. A G/L Batch will be created and may be edited if necessary. It must be

verified and updated before any accounts will be posted.

Print Final Reports

Reports are date sensitive and may be generated as of year end at any time during the future. The fol-
lowing reports are recommended and can be printed to paper or electronic copy (e.g. PDF) before or
after the Final Rollover.

& . . . . I
1 Audit and other journal entry adjustments made to the prior year after the final close will require the
user to re-run some of these reports.

Trial Balance

Revenue & Expenditure Account Status reports or Statement of Revenue/Expenditures
P.O. Status Report

Contract Listing by Expenditure Account (if applicable)

SO

Invoice Listing by Service Id (“As of” option)

Final Close

The Final End of Year Routine will close prior year expenditure accounts to any accounts payable activ-

ity (i.e. purchase orders, checks). In addition, the following will occur:

« The prior budget will be increased on current year expenditure accounts by the amount of
any Open purchase order line items that existed as of the last day of the prior fiscal year.

o Increases the current year expenditure account “encumbered” by the prior year expendit-
ure account “encumbered.”

« Increases the current year expenditure account “expended” by the amounts expended in
the current year on a prior year expenditure account.




o Permanent history transactions are written to prior year expenditure accounts to reflect
the status of any unpaid purchase orders at year end.

o The opening balance for all Asset, Liability, and Fund Balance type G/L accounts is recal-
culated. The Prior Year Revenue information is calculated for all current year revenue
accounts.

o Outstanding purchase orders charging prior year accounts will now begin charging cur-
rent year accounts.

« Moves accounts on prior year purchase order lines with a current year Received, Check,
or Void date to the current year.

« Moves accounts on prior year open contract lines to the current year.

« Moves prior year accounts on outstanding requisitions to the current year.

After the Final Close:

o Prior Year accounts may no longer be charged on purchase orders.
o Checks may not be issued with prior year dates.
o A/R Invoice activity can not be entered for the prior year.

o GL Batch, Revenue Batch, Cash Receipts Batch, and Expenditure Batch entries may still be
posted to prior year accounts with prior year dates. This will be permitted until the end of
the new fiscal year.

 The prior year purchase order lines moved to the current year may be decreased, voided,
received, or paid using only current year dates.

Final End of Year Routine

Select System Ultilities>Finance End of Year>Final End of Year Routine.

i . . o . .
1 All users must exit the system prior to running this routine. The MCS] service will be automatically
restarted.

-10 -
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Final Finance End of Year Routing

¥ Close || @ Help

Complete all Prior Year Accounts Payable and AR Invoice activity before running this routine.
Y¥ou should print all reports and have a current backup of your system before proceeding!

Year to Close: | 2822

Finance System:
Increases Current Year Budget Account 'Budgeted” by Prior Year Budget "Encumbered (as of the last day of
the Prior Year) Amount’.
Increases the Current Year Budget Account 'Encumber Amount’ by the Prior Year Budget 'Encumber Amount.’
Increases the Current Year Budget Account 'Expended Amount’ by the Pricr Year Budget Account amounts

expended in the Current Year.
Adjusts Prior Year Budget Account balances to reflect all amounts as of the last day of the Prior Year.
The Opening Balance for Asset, Liability, & Fund Balance G/L Accounts will be calculated.
Recalculates Prior Year Revenue and moves Prior Year AR Balances to Current Year,
The Prior Year will be removed from the Budget Department Security Ranges.
Closes Prior Year Budget Accounts (Journal Entries can be posted to Prior Year Accounts until the end
of the Current Year).
A/P System:
Mowves Prior Year Open, Received, Approved, and Held Purchase Orders to the Current Year.
Mowes Prior Year Purchase Orders with a Current Year Receive, Check, or Void Date to the Current Year.
Mowves Prior Year Open Contract Lines to the Current Year.
Writes history transactions to the Prior Year Budget Accounts to reflect the Prior Year activity moved to
Current Year.
Requisition System:
Changes Prior Year Open, Held, and Approved Requisitions to the Current Year.
Updates Prior and Current Year Budget Account ¥YTD Requested Amounts.

the

Click Next to run the routine.

G/L and Revenue Recalc Routines

These routines are used to recalculate current year G/L and Revenue accounts after adjustments have

been made to the prior year. These routines are not required as part of the year end process.

Recalculate G/L Opening Balances

This routine will roll the ending balances on all Asset, Liability, and Fund Balance accounts forward to

become the opening balances in the current year G/L. The routine only needs to be run if G\L or

-11 -



Revenue entries have been posted to the prior year after the rollover.

2 . . ,
““I' Do NOT run this routine if the opening balances on any current year general ledger accounts have
been manually changed. The routine will overwrite any manual opening balances changes.

Select System Ultilities>Finance End of Year>Recalculate G/L Opening Balances.

Recalculate G/IL Open Balances Routine

€ Next b4 Close (2] Help

There should be a current backup of the data before proceeding!

G/L Year to Recalculate: | |
WARNIMG: If changes have been made to the opening balance in the

3/L maintenance, the opening balance amounts may be inaccurate.

The G/L Year to Recalculate should be the current year. Click Next to run the routine.

Recalculate Revenue Prior Year

This routine will adjust the prior year totals on current year revenue accounts to reflect any changes
made to the prior year accounts after the system was rolled.

%
"I This routine does not need to be run as part of the Year End Rollover. It should only be run if prior
year revenue totals have been affected since the rollover.

Select System Ultilities>Finance End of Year>Recalculate Revenue Prior Year.

The Revenue Year to Recalculate should be the current year. Click Next to run the routine.

Activity Closing Date

An “Activity Closing Date” may be specified in the system as a way to prevent users from dating any

activity prior to a specified closing date. This will further help to ensure that the data on previously run

reports will not change.

Select System Ultilities>System Parameter Maintenance.

-12 -
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E System Parameter Maintenance

5/ Edit # Close
Systemn must be locked to edit the fields displayed in red.
General | Data Vault

Year Start Date End Date

Current:

Prior:

Future Years
1:
2:

City Id: |ORTN

Type: Municipalj

Activity Closing Date: 81/81/2

J)
]

All users must exit the system and the System module must be locked under System Utilities>Lock User’s

Access in order to change the Activity Closing Date. Remember to unlock the system after making a

change to the Activity Closing Date.

-13-
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