GENERAL LEDGER

CREATE NEW FISCAL YEAR IN BATCH (OVERNIGHT) GL-722

This document will explain how to create a new fiscal year in batch the ADMINS Unified Community
(AUC) financial system. Use this process to:

O Copy the Chart of Accounts from the old year to the new year
O Copy the Crosswalk from the old year to the new year
O Copy the Summary Account Relationships from the old year to the new year
O Copy the General Ledger Controls from the old year to the new year
O Copy the General Ledger Controls by Account# from the old year to the new year
U Copy the Fiscal Period Table from the old year to the new year
U Re-build account security for the new year
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1 Access the Create New Fiscal Year (Batch) command

From the Ledgers Menu, select Ledgers P Year-End Processing » Create New Fiscal Year (Batch)

Ledgers
‘fear-End Processing > Create Mew Fiscal Year {(Online)
Unpost Processing Create Mew Fiscal Year (Batch)

The following Steps Menu will be presented to provide access to the process. Click on [Submit Create
New Fiscal Year] to initiate the process. A prompt will be displayed:

1.1 Submit Create New Fiscal Year

When running the process, the “From” fiscal year must exist and be older than the “To” fiscal year. Only
set the Current Fiscal Year to the “TO” fiscal year if the majority of processing is now taking place in the
“TO” fiscal year, as this controls the account lookups used during the course of the day across all
modules.
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6 ADMINS Unified Community Create New Fiscal Year Overnight in Batch

General Ledger GL-722
File Edit Ledgers Purchase Orders  Accounts Payable  Fized Assets  Human Resources  Budget  Collections  Tax  Motor Excise Misc Billing  Systern Faworites Help
B S v @ E
Create New Fiscal Year (Batch)
eote. . Descrintion Date Start End Success
J— Submit Create New Fiscal Year
g
TIPSR P ms.r. TR e
B Task 1840: Submit Create New Fiscal Year X
n L1
Copy Chart of Accounts, Fiscal Periods, Control Accounts and The FROM
Summary Accounts from one Fiscal Year o Another i
NOTE: ALL USERS MUST BE OUT OF THE GENERAL LEDGER FILES FY must exist
Required: Enter Fiscal Year Range From: |2021 |Te:|2022| and be OIder
than the "TO"
Set Current Fiscal Year to TO Fiscal Year OYes ® No
Report on Accounts in To Year that are Not Active: @ Yes O No FY
Report on Accounts with Errors in To Year: ®vYes O No
Report on Funds in To Year that are Not Active: @ ves O No
Report on Control Account Table Errors in To Year: ®ves O No
Report on Funds with missing Fiscal Period or Control Table: @ ves (O No The I'ad iO
Report on Accounts in FROM Year not Copied: ®Yes O No buttons
control which
reports will be
produced
Lookup Cancel Clear All
-- Added 13-Aug-2018 By THERESA Changed 15-Aug-2018 by THERESA GLYEAREMD Lp

Figure 1 The Submit Create New Fiscal Year menu and prompt

/ A The command requires that all users be out of the General Ledger Files.
4 Running the command in batch submits the command at 9:00 PM when
N y’ users are not likely to be in the system.

Create New Fiscal Year (Batch)

Cescription Date Start End
Submit Creste Flew Fizcal Year 15—Aug—2018 09:17:dd 96 09:17:49 .06
Unsubmit Creste Mew Fiscal Year

1.1.1 Email Notification of Job Submission

An email notification will be sent to the user running the command. The user running the command must
have an email address set on the User Profile to receive the email.
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= | ~ ¥ |5 Create New Fiscal Year from 2021 to 2022 has been Submitted - Message (Plain Text) E‘Eld—hl

File. Message - e

@ Extra line breaks in this message were removed.

Sent: Wed 8/15/2018 12:13 PM

From: aucdev@admins.com

To: aucauto; Paul Pedro

cc ( "FROM" and "TO"FY )
Subject: Create New Fiscal Year from 2021 to 2022 has been Submitted

b

The Create New Fiscal Year process was submitted on 15-Aug-2018 and will copy FY 2021 to FY 2022

If you submitted this process in Error, Click Unsubmit step

** Do not reply to this email message as it was system generated
via the ADMINS Unified Community (AUC) System **
b

aucdev@admins.com ~

Figure 2 Email notification citing the date the command was submitted, the FY affected, and instructions

1.2 “Unsubmit” Create New Fiscal Year

If the new fiscal year should not be created, use the [Unsubmit Create New Fiscal Year] button.

1.2.1 Email Notification of Cancellation

An email confirmation will be sent notifying the user running the command that the Create New Fiscal
Year action was cancelled.

M| r ¥ |+ Create New Fiscal Year has been cancelled - Message (Plain Text) == &
File Message @ e
© Extra line breaks in this message were removed.
From: aucdev@admins.com Sent: Wed 8/15/2018 9:33 AM
To: aucauto; Paul Pedro
e
Subject: Create New Fiscal Year has been cancelled
. iz
The Create New Fiscal Year process was cancelled on 15-Aug-2018
-
If you clicked this step in error and want to submit this process Click the Submit Step again
** Do not reply to this email message as it was system generated
via the ADMINS Unified Community (AUC) System **
aucdev@admins.com -~

For more information about creating the new Fiscal Year
and the reports that are generated, please see GL-720,
] Create New Fiscal Year (Copy Accounts and Tables).

C W8

1.3 Emails Sent on Completion of Process

Two emails will be sent to the user submitting the command when the process finishes. The first will
notify the user that the process has completed successfully.
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General Ledger GL-722

= J a4 ¥ |= Create New Fiscal Year 2022 has successfully completed - Message (Plain Text) E‘M

File Message > @
From: aucdev@admins.com Sent: Tue 8/14/2018 9:07 PM
To: l aucauto; Paul Pedro
Ce
Subject: Create New Fiscal Year 2022 has successfully completed

a

The process has finished successfully

»

** Do not reply to this email message as it was system generated
via the ADMINS Unified Community {AUC) System **

-

D aucdev@admins.com I:‘ D -

The second will contain a zip archive of the reports that were created during the process:
HH9 G+ s New,_Fiscal_Year Reports - Message (Plain Text) = [E) ]

File Message v @

newfyrep.zip

From: aucdev@admins.com
aucauto; Faul Pedro

Elm- AP _VouToPost AUCBATCH.pdf
}‘ Type: Adobe Acrobat Document

File Attachment Included

Dm- Fund_Match_Period_Controls AUCBATCHI[1].pdf

A= Type: Adobe Acrobat Document

** Do not reply to this email message as it was system generated | [] I;HL: GL Auditll COA_Err AUCBATCH[1].pdf
Type: Adobe Acrobat Document

via the ADMINS Unified Community (AUC) System **
K- G| _Chart_of_Accounts AUCBATCH[1].pdf

/ D -L‘ Type: Adobe Acrobat Document
f K- GL_FUND_Element AUCBATCH[1].pdf
E] aucdev@admi This example Sh?WS I:l }‘ Type: Adobe Acrobat Document
ten reports; this
K- GL Journals_ To_Post_EoW_AUCBATCH[2].pdf
number_ may vary I:l }‘ Type: Adobe Acrobat Document
depending on the
report selection made O K- GlUnpost_1122_AUCBATCH.pdf
}' Type: Adobe Acrobat Document

when running the

command. O K- PO _ToPost AUCBATCH.pdf
}‘ Type: Adobe Acrobat Document

\ O K- poChgOldEow_3033_AUCBATCH.pdf
}‘ Type: Adobe Acrobat Document

Dm‘ VouChgOldEow 2723 AUCBATCH.pdf
.L‘ Type: Adobe Acrobat Document

IE 1 item(s) selected

1.4 Process Complete

Once the emails are received, the “TO” fiscal year accounts and tables will be available for use. This
updates only the LIVE system; to have the new fiscal year available in TRAINING, request that it be
updated by contacting support@admins.com.
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