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Fiscal Year End Payroll Posting

Please join my meeting from your computer, 

tablet or smartphone.
https://global.gotomeeting.com/join/174274325

United States: +1 (224) 501-3412 
- One-touch: tel:+12245013412,,174274325#

Access Code: 174-274-325 

Please MUTE your phone after 
joining the conference call. 

Thanks!

https://global.gotomeeting.com/join/174274325
tel:+12245013412,,174274325
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Tips for GoToMeeting

1. Controls appear when the mouse is moved onto the G2M window
2. Slider resizes the viewing canvas versus the attendee’s area

3. Chat bubble allows for  questions
4. Camera and zoom controls for screenshots or a closer look
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How “regular” processing works

Preparing to use the split processing

Where to set up the accrued payroll account

How to post the split payroll

Labor/Time (days worked vs. percentage)

Benefits (period start, period ending or percentage)

How to review the labor distribution prior to posting

This process allows for the posting of expenses, accrued 

payroll, and cash in two fiscal years.  
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What Will We Cover?
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Post Labor Distribution-Default

Dates used for “regular” payroll cycle?

Time & Benefit Expenses - period ending (default)

Cash – check date
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“Regular” Cycle Processing of 

Employer Paid Benefits & Labor $
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This report shows the typical 

transactions:

1.) hourly employee’s benefits  

2.) salaried employee’s benefits 

The expense accounts show the labor dollars & employer contributions 

The DR and CR to accrued payroll not shown; 
this does not cross a fiscal year.



IDEAS. RELATIONSHIPS. RESULTS.
www.admins.com

This site’s payroll cycle: 

Begins on Sunday

Ends on Saturday

Paychecks dated the following Friday

Employees are paid weekly
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Town of ADMINS Setup

In June 2022 – if check date is the 
following Friday, there are two 

pay periods that will each 
produce two GL posting batches.
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There can be multiple warrants 

that create GL transactions in 

two fiscal years

Warrant 903586

Period Start: Sunday, 19 June

Period Ending: Saturday, 25 June

Check Date: Friday, 01 July

Warrant 903587

Period Start: Sunday, 26 June

Period Ending: Saturday, 02 July

Check Date: Friday, 08 July
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Post Labor Distribution Fiscal Year-End
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Post Labor Distribution
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Warrant #903586

Period Beginning: Sunday, June 19

Period Ending: Saturday, June 25

Check Date: Friday, July 1

The Split button is No, but the Fiscal Year is crossed due to the check date.

Pay period is all within FY 2022; check date and cash posts 2023.
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Decide on which method to use for Time

Decide on which method to use for Benefits

Set up Accrued Payroll Accounts

Review how employees are paid (hourly vs. 

salaried)

Note: Even if not doing a FY split, if the check date is 
in new FY, & work dates in FY, a GL batch will be 
created for each year
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Preparing for Split
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How to Decide on the Split?

Human Resources  Queries  Warrant History  Select Warrant
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Accrued Payroll Account
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All funds, both “old” & “new” fiscal years must have the accrued 

payroll account set on line #14 of the General Ledger Controls Table
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Post Labor Distribution Screen
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Split FY “Yes” Radio button is selected; different options will be shown. 
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Three options – D, C, or P

Hourly vs. Salaried Employees
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Time Split



IDEAS. RELATIONSHIPS. RESULTS.
www.admins.com

D – Days Worked All
The timesheet work date will be used as a basis to post the 

labor expenses for all employees.

C – Hourly-Work Date/Salaried % *
The timesheet work date will be used as a basis to post the 

labor expenses for the hourly employees. 

The chargeback percentage will be used for salaried 
employees. 

P – Percentage All *

The chargeback percentage will be used for all employees.

*  Chargeback Percentage is the percentage charged to the Fiscal Year-End 
date.  If chargeback =“0”,  100% will be charged to the new year.
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Time Split Options
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Is the Employee HOURLY or SALARIED?

Hourly/Salaried/Per Diem:

H = Hourly

S = Salaried

P = Salaried 

Human Resources  Tables  Bargaining Unit Table  Detail  Salary
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Set Fiscal 

Year End 

date to 

June 30

Time Split Indicator: “D”

Days Worked All
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The timesheet work 

date is the basis for 

posting labor expenses 

for all employees.
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Labor 

expenses for 

hourly

employees are 

based on the 

timesheet 

work date 

(same as “D”)

Salaried

employees’ 

labor expenses 

use the 

chargeback 

percentage 

(method “C”)

Time Split Indicator “C”

Hourly=Work Date / Salaried=%
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Set Fiscal YE 

date to 

June 30
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Time Split Indicator: “P” –
Percentage All
Select “P” to 

indicate that 

the chargeback 

% will be used 

for hourly and 

salaried 

employees. 

Set Fiscal YE 

date to 

June 30



IDEAS. RELATIONSHIPS. RESULTS.
www.admins.com

Benefits are treated separately

Three options for benefits

Hourly and Salaried employees 

are handled using one method –

no mixing & matching within the 

warrant
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Benefits Options
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Benefits Split Indicator

B will post to the Period Beginning

E will post to the Period Ending

P will post a percentage to each FY

1. Hourly Employee Benefits

2. Salaried Employee Benefits
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$213.62
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Benefit Split Indicator: 

B – Warrant Period Beginning

All benefit expenses will be 

based on the period start 

date.  
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The fiscal year-end date will 

be used as the transaction 

date.
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Benefit Split Indicator: 

E – Warrant Period Ending

All benefit expenses will be 

based on the period ending date 

of July 2; cash always posts on 

the check date (July 8)
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Benefit Split Indicator: 

P – Percentage

All benefit expenses split based 

on the chargeback percentage
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B – All benefits will have a transaction date of the 

fiscal year-end and be posted to the prior fiscal year

E – All benefits will have a transaction date of the 

period ending date and be posted to the new fiscal 

year

P – A percentage will be charged to the prior and new 

fiscal year

If the Chargeback % is 0, all benefits will be posted to 

the new fiscal year (same as option “E”)

Accrued Payroll impacted in either or both years
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Benefit Review
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Review the Labor Distribution 

Reports produced after clicking on

STOP, click on [No], and check the 

reports to verify that the activity 

will post properly. Review the 

reports with the finance 

director/town accountant prior to 

posting.

25

It’s OK to say “No”!

If the accounting is not 

correct, click on [No], run the 

step again, and make 

different selections. 
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One for FY2022 –

Posting #903587

One for FY2023 –

Posting #9035871
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Posting to the General Ledger

Two batches 

will be 

created for 

the General 

Ledger for the 

split payroll.  
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Two batches will be created for the General Ledger if 

the Time and Expenses are charged to the current year 

and the check date is in the next FY.  

One for FY2022 – Posting #903586

One for FY2023 – Posting #9035861
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Posting to the General Ledger*

(Even if the split radio button is not checked)
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Two GL Batches?

The Split button is No, but the Fiscal Year is crossed due to the check date.
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This process allows for the posting of expenses, accrued 

payroll, and cash for two fiscal years. 

Create the accrued payroll account and enter it in the control 

table for all funds for both fiscal years.

HR Module Control #6000 – set it to 2023

Consider timesheets that have all days/hours on one day.  

Perhaps update the shift code table before creating the 

timesheets.
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In Summary…
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Questions?


