FINANCIAL MANAGEMENT

Purchase Order Rollovers PO-760
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PO-760 PO Rollovers

Financial Management
Purchase Orders P Year End Processing Updated 17 July 2023

1 Process Overview

This document explains how to identify, review, and manage open purchase orders at the end of the fiscal year.
This is an iterative process that allows selecting “groups” of POs at a time. Grouping by fund is not an option, as a

given PO can have multiple lines, and within the lines, multiple accounts using different funds.

Verify Tables

Emails reports to the department groups of all purchase orders that are open
and available for liquidation/roll over.

Builds the workfile based on the selections; selected POs are "locked" from use
on voucher or change orders.

| Post Rollovers |

Creates the accounting transactions & updates the PO History Files.
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2 Getting Started

Prior to rolling over purchase orders, do the following:

O Create the new Fiscal Year (e.g., FY 2024)

Updated 17 July 2023

O Establish the PO Rollover Account algorithm in Line 7 of the General Ledger Controls table for the New

Fiscal Year (e.g., FY2024)

o 0O 0O 0O

3 Steps Menu

The steps involved in rolling over purchase orders are shown below.

Confirm the Encumbrance Control (line 4) and Reserve for Encumbrance (line 5) of the General

Ledger Controls table for the Old Fiscal Year (e.g., FY2023) as they are needed for liquidations
Process ALL work in progress vouchers that reference purchase orders

Process ALL work in progress change orders that reference purchase orders

PO Rollover Processing

Description Date Start End
erify Tables
Restart Process.
Email Open PO Listings

Select Purchase Orders for Processing

Success

Figure 1 The PO Rollover Processing Steps Menu, ready to begin

3.1 Overview

The steps can be found on the ADMINS Unified Community for Windows (AUC) Purchase Orders menu shown
here. To access the steps menu to initiate the procedure, from the menu, select:

Purchase Orders P Year—-End Processing » PO Rollover Processing

Purchase Orders

Purchase Order Entry

When To Begin the Process?

Ghange Orders > ADMINS recommends that this process is begun
ARIPO Dashboard at least three weeks before the fiscal year end
Liquidate Purchase Orders d te

ate.

Wendars
Commodity ltems
Bids

Contracts

Queties

Reports

Tables

Vear-End Pracessing PO Rollover Pracessing

Llocubaitenanee Set starting PO# for Mew Year

Ltereespesy Change Menu Access for PO Entry/Change Orders

Site Specific

Help Reference Librany

This will allow sufficient time to analyze open
purchase orders and prepare to roll them over
or liquidate them.

—
aaaaaa

Page 3 of 24



PO-760 PO Rollovers

Financial Management
Purchase Orders » Year End Processing

Updated 17 July 2023

For illustration purposes, this document will assume the following:

Current Fiscal Year Ending Date
Current Fiscal Year =
“Old” or “From” Fiscal Year =
“New” or “To” Fiscal Year =

3.2 Verify Tables Verify Tables

June 30, 2023
2023
2023
2024

To begin, click the Verify Tables button. This prompt will be displayed:

B Task 3186: Verify Tables

Verify Tables

>

Required: FY to Roll POs From: D—{ Enter Current Fiscal Year ]

Run as O preview ) Print @ PDF ) Excel
If Printing use Duplex @ ves (O No

Lookup Cancel Clear All

This process will confirm that the new Fiscal Year exists. It simply confirms that records are found in the Chart of
Accounts, Fiscal Period, and Control Account tables for the new year. It does not verify the existence of specific
accounts because no POs have been selected for processing yet.

The process determines the “new” year by taking “from” year and incrementing it by one:

Required: FY to Roll POs From: j—[ Enter Current Fiscal Year ]

For example, if 2024 is entered in the “FY to Roll POs
From:” field, the New Year will be 2025.

If the year has not been set up yet this error message
will pop up:

Ledgers
Account Maintenance
Journal Entry Processing
Posting Control
Audit Overrides
Queries
Reports
OpenGov Dashboard

v v v v v v

Year-End Processing Create New Fiscal Year (OnLine)

Unpost Processing Create New Fiscal Year (Batch)

These items must be corrected before continuing ¥

Chart of Accounts not set up for FY 2025
l + Control Table not set up for FY 2025
Period Table not set up for FY 2025
Account Security not set up for THERESA in FY 2025

If this message pops up, please refer to the
Ledgers P Help Reference Library to run the step
called “Create New Fiscal Year”.

= Property of ADMINS. Inc. No unauthorized reproduction, distribution or use permitted. Page 4 of 24
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For more information, see the
Ledgers Help Reference Library documents highlighted in the image

RefEienteleard " in the Ledgers P Help Reference

———————— FISCAL YEAR EMD ———————- Library.
GL-710 Fiscal Year End Checklist
GL-715 Finance Director & City Auditor Year End kWebinar
GL-720 Create Mew Fiscal Year {set up Accounts/Tables}
GL-72Z Create Mew Year Overnight in Batch
GL-723 Copy Accounts Changing Fizcal Year {(Online?
GL-725 Fiscal Year End Module Control
GL-730 Year End Closing Preparation
GL-740 Year End Closing
GL-750 Reverse Year End Close
GL -7 - z
T AGL-722 Create New Year Overnight in Batch
FL7GL-723 Copy Accounts Changing Fiscal Year (Onlinel
GL-79 -

GL-725 Fiscal Year End Module Control
GL-730 Year End Closing Preparation

GL-740 Year End Closing

3.3 Restart Process Restart Process

If this is the first time running the PO Rollover steps ignore this step because there is nothing to “restart”.

However, if the process was begun, and must be re-started, then click the Restart Process
button. The system will present this prompt:

Restart PO Rollover Process

Are you sure you want to continue?
Click YES to discard current entries
Click NO to cancel process and keep current entries

Click... To...

Yasg Discard the previously created work file and start over.

Retain the previously built work file and stop the restart process.
PO Rollover Processing If the Ll button is selected

JESEIRT DEE SET End  Success | this process will “reset” the steps menu
Verify Tables 059-Jun—-2023 10:43:52,30 10:43:56,33 .
Restart Process 09-Jun-2023 11121:47 53 11321:47 ,53 by clearing out the Date, Start, End, and
ELT 0T e Success indicators on subsequent steps.
Select Purchase Orders for Processing
Edit Workfile

Pre - Posting Verification
Post Rollovers

Figure 2 The PO Rollover Processing Steps Menu after the “Restart Process” step is run
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3.4 Email Open PO Listings

Purchase Orders » Year End Processing
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Email Open PO Listings

To email notifications to Departments of POs available to roll forward, please refer to the PO-770 document in the

Help Reference Library for instructions.

Purchasing Help Reference Library

|Reference Card |View |Send

|Last Run Date |Run Time | -~ |

. . . R £V e a2 OV
P0—720 Tables » Unit of Measure T ] View | Email_[Ls-Mov—2020 17314309, 13
———————— FISCAL YEAR EMD PROCESSIMNG ————————

FO-7d( Set Starting Purchase Order Humber View Email  |05-May-2020 |11:26:53,16
FO-750 Fizcal Year End - Checklist View Email  |18-May-2022 |13:13:49,49
FO-760 PO Rollover WView Email  |0S9-Jun—2023 |09:20:47,19
PO-770 Email Open PO Listings to Departments |Emst |17-Jun-2020 15:59:44.44

0 = Email [07-Jun—2023 [05:46:49,60
FO-790 Turn of f Access to Purchase Orders | WView | Email  |0d—Mow-2020 |17:14 113,97

Figure 3 The PO-770 Document in the Help Reference Library describes the Email step

3.4.1 Create A Master PO Checklist

It is a good idea to issue a master Open PO Listing to use as a master checklist of all Open POs. This will allow for
tracking the departmental responses regarding the disposition of POs. To issue a master list, run the #3610 Open

POs Summary report:

Purchase Orders P Reports P Report Library P # 3610

Report Library by Purchase Order
View Report |[Last Run Date [Run Time ~

2600-In Progress POs - Summary Sample Run
2641-In Progress POs - w/ GL Budget Detail Run
3640-In Progress POs - by Status/Approval Code Sample Run [08-Jan-2019 [16:16:47 .36
———————— Open POz ———————
3610—Dpen PDS - SummarUI Sample Run [19-0ct-2022 (17:19:18.03

T —rre ] Run [|28-Mar-2023 |16:35122,32
2612-0Open PO= - GL Line Detail Run [12-Aug-2022 [16:56:28.72
261d-0Open POz with VYendors on Hold Rup

= i I S - RO22 (11 yRetts. o

Figure 4 Run the #3610 Open POs —Summary Report to Excel to create a master checklist

87 Task 3610; Open POs - Summary X

Open POs - Summary

Optional: Enter Department Group

Optional: Purchase Orders Dated [mmddyyyy) From: | | To: | ‘

Optional: Enter up to 8 PO Types Edit |[| values:

Optional: Enter up to 9 Vendor#'s Edit |[| values:

Show Open PO's with Vouchers In Progress Only? () yes O No_® Show All Open PO
Sort Report By: O Po# . Vendor Sort Name O Vendor Name

Run as O preview O Print
If Printing use Duplex @) yes

O PDF
CNe

® Excel

Lookup Cancel Clear Al

Select the “Sort Report By:”

® Department option to make it easy to
track responses from the departments
regarding the disposition of the POs.

Run as © Excel to make it easy to use a
spreadsheet column to mark the
disposition status.

3.5 Select Purchase Orders For Processing | Skt Purchase Orders for Processina

This process will locate the open purchase orders (matching the selection criteria) and build a work file. There are
many ways to process these POs this process an be run iteratively. Some examples include:

—
ADMING
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—  Start the rollover cycle by eliminating all POs that have a balance of $25 and under. Select just those POs and
process them before moving on to the next grouping.

— Process one department group at a time as the departments return their “sign-off sheets”. Optionally select a
single department and process all of their POs before moving on to the next department group.

— Or, process them all in one large batch. Leave the selection criteria null and allow the system to locate all
available POs.

Regardless of the method, the system will display this dialog box; the first two fields (fiscal year and ending date of
the fiscal year from which POs are being rolled) are required:

B Task 3174: Select Purchase Orders for Precessing X
Select Purchase Orders for Processing

Required: FY to Roll POs From:

Required: Enter Ending Date of FY from which POs are being Rolled [mmddyyy)

Optional: Include Only PO Balances Equal or Under § |

Optional: Enter up to 9 Department Groups Edit 0 values:

Optional: Enter up to 9 PO#'s Edit 0 values:

Optional: Enter up to 9 Vendor#'s Edit 0 values:

Optional: Enter PO Type |:|

Optional: Enter PO# Range to Select From: I:lTu: l:l

Run as () preview O Print @ PDF
If Printing use Duplex @ ves (O No

Lookup Cancel Clear All
Figure 5 The Prompt requires a Fiscal Year and Ending Date; all other fields are optional

Once the selection parameters are entered, click on , the system builds the work file.

Currently selecting by Fund is not an option, as there can be multiple funds used on any PO, either on each line or
in the line split.

3.5.1 Error Checking

The process will build as much of the work file as it can. If there are POs that are causing error conditions then
those POs will be excluded and the errors reported. If errors are present the system will pop up this dialog box:

Select POs for Rollover X

J Errors have been found!
l | Check Report
= Procedure will continue

However, if there are any error-free POs then those will be added to the work file.

3.5.1.1 Error: Missing Control Accounts & Fiscal Periods Not Open

To process year-end purchase orders, the proper control accounts must be established. If they are not then the
system will provide a report highlighting the corrective action needed.

= Property of ADMINS. Inc. No unauthorized reproduction, distribution or use permitted. Page 7 of 24
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3175-POROLSELERR.REP
Town

PO Rollover Error Report

Listing of Control Account Errors

Printed 09-Jun-2023 at 11:58:17

of Admins

Page 1

PO# Errors FY Fund Line Description Account
198744 Control Account not Found 2024 2100 7 PO Rollover 2100-000-2356-424-38-38-52520
198773 Contrel Account not Found 2024 2100 7 PO Rollover 2100-000-2451-425-38-00-54160
198822 Contrel Account not Found 2024 2440 7 PO Rollover 2440-000-2440-405-38-00-54160
198869 Contrel Account nct Found 2024 2100 7 PO Rollover 2100-000-2356-406-38-38-52500
3175-POROLSELERR . REP Printed 09-Jun-2023 at 11:58:17 Page 2
Town of Admins
PO Rollover Error Report
Listing of Fiscal Period Errors
PO# Errors FY Fund Period End Action
196717 FY period not open 2023 8160 30-Jun-2023 Update FY Period Table
196307 FY period not open 2023 5120 30-Jun-2023 Update FY Period Table
197080 FY period not open 2023 2380 30-Jun-2023 Update FY Period Table
197087 FY period not open 2023 2380 30-Jun-2023 Update FY Period Table
197450 FY period not open 2023 3833 30-Jun-2023 Update FY Period Table
197720 FY period not open 2023 5100 30-Jun-2023 Update FY Period Table
Figure 6 The Rollover Error report shows errors from both fiscal years
. .
.
3.5.1.2 Error: Work in Progress Exists
If any selected purchase orders currently contain
Select POs for Rollover X

work in progress against them then they will be
excluded from the work file and reported as

Advisory Warnings have been found!

follows.

Check report
Procedure will continue.

3175-POROLSELERR.REP Printed 09-Jun-2023 at 12:58:31
Town of Admins
PO Rellover Error Report
Listing of PO's Excluded because either Vouchers or Change Orders in progress
Warning PO# Vendor Department
|Voucher in Progress 198771' 027483 AMAZON CAPITAL SERVICES HIGHSCHOOL
Voucher In Progress 198772 010508 MAXIM HEALTHCARE SERVICES SPED
ry CAPITAL SERVICES MIDDLE
|Voucher in Progress 198771 |capITAL SERVICES MIDDLE
oucher in Progress 158853 008857 HOCKOMOCK YMCA CURRICULUM
Voucher in Progress 198854 031789 QUILL.ORG CURRICULUM
Voucher in Progress 198864 030876 LEARNIX, LLC SPED
Voucher in Progress 158878 012625 21ST CENTURY ELCQUENCE ADM
Voucher in Progress 198881 017189 ACORN RECORDING SOLUTIONS, IN ADM
Voucher in Progress 198882 008892 ABDO PUBLISHING ADM
Voucher in Progress 198887 028836 AARP ADM
Voucher in Progress 198894 024935 NEW HORIZON COMMUNICATIONS DISTRICT

Page 1

Open Balance

Figure 7 The PO Rollover Error report #3175 identifies POs that will be excluded.

Locate PO #198771 (any PO identified on the report) and drill down to see its contents in the PO Query screen.
The Vouchers in Progress against it will be listed on the [6 Vouchers] tab:

[AUC] 3054-Associated Vouchers - 8 X
File Edit Ledgers PurchaseOrders AccountsPayable Fixed Assets HumanResources Budget Collections Tex MotorExcise MiscBilling System Favorites Help
B SE ke +m B8 Q @ &L
Open
Associated Vouchers PTTEE
Gotc
v DeptCode HIGHSCHOOL  HIGH SCHOOL Deliver To. 5 ADMING HIGH SCHOOL
Actions AMAZOM CAPITAL SERVICES Via Email PO Date 02-Sep-2022 FY 2023 Invoice To 14 ADMIMNS BUSIMESS OFFICE
PD BOK 035184 Type Code R Regular 1D 33 i J Int
SEATTLE No text available No text available
WA 98124-5184 Ship To Atin | CARTIER
Excel Ship Date Prevailng Wage
Expected Amt
2 Details (1) 3 tems. 4 GL Details S Status History C 8 Attachment (2) 1536, 15
Line |UserBatch Voucher# VLN |Ty|ltem Description Invoice# Vendor Paid Check# |Check Date Status Ext Amount|
T [i7oaz EGE100 |1 [P MATH DEPT SUPPLIES TO SUPFORT HEW [Entry Began EEE]
T [7oez EGEI01 |1 |F [WATH DEPT SUPPLIES TO SUPFORT FEW [Ertra Bezan T78.00
PO Balance wi- WIP %2.21 Pay WIP 573.34  Pad Total 573.94
Encumbered 1536.15  Liquidated Relieved Paid Balance 1536, 15
Retained Liquidated Relieved Paid
Lkup up
12 U G0 | LY G110 IO A U P

Figure 8 In progress vouchers are shown on the PO Query screen under tab [6 Vouchers]

= Property of ADMINS. Inc. No unauthorized reproduction, distribution or use permitted.
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Time-Saving Tip: Collect All POs to Start
To gauge the complete set of errors that may be present on the system, take
a first pass at the Rollover Process and Build a Work file collecting ALL
available POs. This ensures that the process scans as much data as possible
and identifies as many errors as possible.

Once the errors are known, correct those conditions before running the process again.

3.6 Edit Work file Edit Workfile

Once the work file has been successfully built, click the [Edit Workfile] button. This is where the POs are listed;
specify the desired rollover method for each. A screen will appear as follows:

Edit Workfile LT
Hanore
Goto... New PO Date A-Roll, Adj Bud
Actions L-Liquidate
1-Edit List 2-Step Menu N-Roll, No Adj Bud

2 PO#V 3 DeptCode | FO Date| 4 Vengor Name S ExpandiCollapse Remaining SE— 6 Chg Al |
| (DOO0-000-0000-000-00—-0G-00000

L 0¥ COMMELCT 00~ 30 1-0000-
i 2P0#V | 3DeptCode |oypr e 4 Vendor Name |oo-3si-oooe] S Expand/Collapse |

196405 |SPED 1-Jul -2022 |LTREVCHA TTAZ 3 2 m  m  m m  m S

197147 [TECHNOLOGY 1-Jul -2022 |GOYCOMMECTION, TMC
197504 [DTPTETRO 1-Jul-2022 [SCHOLASTIC INC

197714 [DISTRICT 1-Jul-2022 |JORNNE REBELD 1000-301-0000-000-00-00-52085
197908 [SCHMALNT 1-Jul-2022 |< & K MULCH AND LOAM IMC. 1000-301-0000-000-00-00-52085
197993 |SPED 1-Jul-2022 |GATEHOUSE MEDIA 1000-301-0000-000-00-00-52085
192584, ISPFT) 1-TJul -2023RMELA T JOHNSEH DB A0 20 1-0000-000- 00— -52085

115 00, M8 oA Ol (b

Figure 9 The Edit Workfile Screen button and functions

Sort the records by any of the buttons (PO#, Department Code, Vendor Name) highlighted in yellow in the image
above. The account numbers shown in the grid are the accounts to be used in the new fiscal year once the PO is
rolled. Use the [5 Expand/Collapse] button to reveal the accounts used on multi-line POs.

To set the method for all purchase orders, use the [6 Chg All] button. Make exceptions using the radio buttons to
mark the individual POs.

3.6.1 Where is the Account# Coming From?

When the work file is built, the system looks at Line #7 of the General Ledger Controls table (of the new fiscal
year) and determines the account # against which the PO will be rolled. There are some options to consider when
rolling POs:

— Retain the same account# in the new year as was used in the old year,
— Change the account # to one generic account per fund, or
— Change the account# by retaining some segments and changing others.

3.6.2 Change all POs to one Account# per Fund

In the example below, change the account # on all POs in the Fund to use one single account#. Do this if all POs
will use a single line item such as “SCHOOL PRIOR YEAR EXPENSES” in the new Fiscal Year. In this case, the General
Ledger Controls table for the new fiscal year would be set up like this:

= Property of ADMINS. Inc. No unauthorized reproduction, distribution or use permitted. Page 9 of 24
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Goto.

Maintain General Ledger Controls

actons FY  Fund Description Fund Status )
1000 GEMERAL FLUND OPEN e
1-Edit List
| Line  Account Number Description Summarize Postings?
2-Error Check
Revenue g [1000-000-0000-000-00-00-39100 [REVENUE, GEMERAL FUMD H
Expenditure 3 [1000-000-0000-000-00-00-39300 EXPEMDITURE . GEMERAL FUMD H |
Encumbrance 4 [1000-000-0000-000-00-00-39200 EMCUMBRAMNCE . GEMERAL FUMD ]
Reserve for Encumbrance 5 [1000-000-0000-000-00-00-38200 RES FOR ENCUMB, GEHERAL FLMD ]
Reserve for PY 5 [1000-000-0000-000-00-00-32112 F/B RES FOR SCHOOL FMCUME. GENERAL FUND |0
[Po Rolover 7 [1600-301-0000-000-00-00-52085 FCHOCL PRIOR YERR EXPENSES | ]
Accounts Payable B 1OBQ*000*0000*000*00*00*20200 RCCOUNTS F‘RVRELB\ GEMNERAL FUND g
]

| PO Rollover [7 [1000-201-0000-000-00-00-52085 PCHOOL PRIOR YEAR EXPENSES |
Due From [[2_|1000-000-0000-000-00-00- 09008 EUEFENSE BT/F
Discounts 103 0-000G#-00=00- 20200 "[RO, PATARLE . GENERAL IR

Figure 10 Maintain Ledger Controls table for the new fiscal year

During the rollover process, the system looks at the:

New Fiscal Year
Fund from PO
Line 7 from Control Table

2024
1000
1000-301-0000-000-00-00-52085

And when the POs are rolled over to the new year, they would be re-coded as shown below:

PO#: 198147
PO Date: 01-Jul-20232

CORE

vendor: 002296 - 01
BUSINESS TECHNOLOGIES

Line GL# [original Account and Description
1 Alt (Print Copiler 3671C400119/400119
1 1000-300-2420-450-09-00-52610 COPIER LEASES |- DISTRICT (ALT PRINT)

ew Account and Description original amt  Rem Balance

1000-301-0000-000-00-00-52085 SCHOOL PRIOR YEAR EXPENSES 7149.48 5362.11

Print Copiler 3671C400119/400119
1000-300-2420-450-09-00-52610 COPIER LEASES

[New Account and Description

1000-301-0000-000-00-00-52085 SCHOOL PRIOR YEAR EXPENSES

Figure 11 The PO Rollover - Account Number Changes shows the “Old” and “New” account numbers

3.6.3 Keep the Account# the Same

In the example below, keep the account number exactly the same from the old year to the new year. In this case,
set up the General Ledger Controls table like this:

Goto.

Maintain General Ledger Controls

Figure 12 Maintain Ledger Controls table for the new fiscal year

P Description Fund Status .
ESSER ITT GRANT OPEN U
1-Edt List
| Line  Account Number Description Summarize Postings?
2-Error Check
Revenus B [2351-000-0000-000-00-00-33100 REVERUE 0
Expenditure F_ [2351-000-0000-000-00-00-39300 EXPERDITURE 3|
Encumbrance b [2351-000-0000-000-00-00-39200 [ENCUMERANCE 0
Reserve forEncumbrance |5 |2381-000-0000—000-00-00—38200 RESERVE FUR_ENCUMBRANCE 0
Reserve for PY Encumbrance |5 |2381-000-0000—000-D0-00—22110 F7E RESERVED FOR ENCUMERANCES 0
[P0 Rollover I T ————— =7 PO Rollover a
‘Accounts Payable E__ [23B1-000-0000-000-00-00-20200 ACCOONTS PATAELE 0
T UNDESIGNATED FUND BALANCE 0
| PO Roliover I? | [SUSPENSE OT/0F D
Due From [1z_|2381-000-0000-000-00-00-68858 [SUSPENSE DT/IF 0
Discounts [T3__[2381-000-0000-000-00-00-20200 [ACCOUNTS PAYAELE 0
Accrued Payrol |14 [F3B1-0nn=nant=non=00-00-20210 FECEAR PATROLL u)
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And when the POs are rolled over to the new year, they retain the account number as shown below:

PO#: 198291 Vendor: 030730 - 01
PO Date: 05-Jul-2022 GENDER SPECTRUM

1 Foupdations of Gender Inclusive Schools
1 |2381-000-2358-404-06-00-52400 ESSER III| PROF DEV CONTACTED SERV - HIG [P381-000-2358-404-06-00-52400 ESSER III|PROF DEV CONTACTED SERV - HIG 370.00

dations of Gender Inclusive Schools
2381-000-2358-404-06-00-52400 ESSER III [2381-000-2358-404-06-00-52400 ESSER III

Figure 13 The PO Rollover - Account Number Changes shows the “Old” and “New” account numbers

3.6.4 Change Part of the Account#

In the example below, to keep the Fund# from the PO but change the second segment to “555” and keep the
remaining elements the same, set up the General Ledger Controls table like this:

Maintain General Ledger Controls
Goto

P FY Fund Description Fund Status o
ons pozd Brao 1% MHOA $29884 (HERLTH OFF RSSOCY  OPEN e
1-Edit List

| Line  Account Number Description Summarize Postings?
2-Error Check

Revenue 2 2730~-000-0000-000-00-00-39100 [REVEMLE. C19 MHOR #2988d (HEALTH OFF ASS [
Expenditure k3 2730~-000-0000-000-00-00-39300 EXPEMDITURES. C19 MHOA $29884 ¢HEALTH OF |2 |
Encumbrance El 27 30-000-0000—-000-00-00- 39200 [EMCUMBRANCES, C19 MHOR #29884 (HEALTH OF |0
Reserve for Encumbrance 5 27 30-000-0000-000-00-00- 38200 IRES FOR ENCUMB, C19 MHOA $29884 (HEALTH |O
Reserve for PY Encumbrance [& 27 20-000-0000-000-00-00-32110 F/E RES FOR ENCUME, C19 MHOA GRANT 2988 [0 |
|PU Roliover 7 (27 30— 00D 6 b e i e N -—-7 FO Rollover u]
Accounts Payable =] 27 2B 000-0000-000-00~-00-20200 IFCCTS PAYABLE. C19 MHOA GRAMT 29284 O
= NDESIG FUNMD BALAMNCE. C19 MHOR $29884 (H D
[P0 Rollover [~ [ers0-555 e o D =
‘ Due From ‘12 ‘2?30—OOO—OOOO—OOO—OO—OO—BSBBS ISUSPEMNSE DT /DF u]
| anissounts - o A \2?30—000—0902—/00_0(0(" e 'JO_OJ > - IACTE F'F]_V:F\_BLE-’ C1opuina CRONIF$29554 _ CLa

Figure 14 Maintain Ledger Controls table for the new fiscal year

Note: Any new account needed in the new fiscal year (i.e., FY2024) will need to
be created in the Chart of Accounts before it can be used here. In the above
example, the accounts were created in the chart before running the rollover
process:

And when the POs are rolled over, they would be re-coded as shown in the report below.

PO¥: 198240 Vendor: 000635 - 01
PO Date: 01-Jul-2022 G & L ELECTRIC INC

1 sigh installation

1 [2730-000-0000-000-00-00-54230 MISC|EQUIPMENT, C19 MHOA $29884 (HEALTH|2730-555-0000-000-00-00-54230 (PO ROLLOVER DEPARTMENT §134.00 6134.00

and Totaless 6,134.00 6,134.00

b installation
2730-000-0000-000-00-00-54230 MISC 2730-555-0000-000-00-00-54230

Figure 15 The PO Rollover - Account Number Changes shows the “Old” and “New” account numbers

The system determined the new account number from the entry on line seven of the control account table for
fund 2730, fiscal year 2024.

FY Account#

2023  2730-000-0000-000-00-00-54230

2024  2730-555-0000-000-00-00-54230
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3.6.5 Rollover Methods

AUC has four options available when managing Open Purchase Orders at Fiscal Year-End. They are:

Code Description Disposition
I Ignore Ignore it for now. Come back to this PO and select it again later.
A Roll, Adj Bud Roll this PO forward into the “new” fiscal year and adjust the appropriation for

the accounts specified on the PO in the new fiscal year.

L Liquidate Liquidate or Cancel the PO in the “old” fiscal year instead of rolling it forward.
The PO will be closed, and the PO number will not be available for use.

N Roll, No Adj Bud Roll this PO forward into the “new” fiscal year but do not make any
appropriation adjustments for this PO.

For POs with multiple lines, all the methods must be the same. If one line
is set to “A”, all lines must be set “A”.

Please refer to the section titled “Accounting Transactions” for more information.

3.6.6 Why Are Asterisks On The Screen For Account#?

If there are asterisks instead of an account#, this means that the PO is charged to more than one account#.

: : Edit Workfile SRR
Hgnore
|_ Goto | New PO Date 01-Jul-2023 A-Roll, Adj Bud
P L-Liquidate
1-Edit List 8-Step Menu N-Roll, Mo Adj Bud
2 POEV 3 DepiCode PO Date| 4 Vendor Name 5 Expand/Collapse Remaining 5| & ChgAll
198107 [STALLBRODK  |01-Jul-2022 |US MATH RECOYERY COUNCIL 1000-201-0000-000—-00-00-52085 B12.50 @1 QA OL ON
195111 [STALLEROOK  j01-Jul-2022 [DIFFERENT ROADS TO LEARNING 84,90 @1 A OL ON [
155112 [GTALLBRODK  |01-Jul-2022 |W.B.MASON CO. INC. 1000-301-0000-000-00-00-52085 27.56 @1 OA OL ON
198115 [STALLEROOK  |o1-Jul-2022 |FYRAMID SCHOOL PRODUCTS 1 - )L ON
58117 [SCHMRTHT 1-JL1-2022 |IC5 FIRE SYSTENG. IMC 1 S Expand/Collapse 'L ON
195119 [STALLERODK  |J1-Jul-2022 |CASCADE SCHOOL SUPPLIES 101 000-201=-0000-000-00-00-52085 'L ON
198121 [BTALLEROOK  P1-Jul-2022 [BLICK ART MATERTALS B 'L ON
198122 [STALLEROOK _ D1-Jul-2022 [AMAZON CAPITAL SERVICES e T T T e i )L ON
198135 [HIGHSCHOOL  P1-Jul-2022 |W,B,MASON £O, THC, 1000-301-0000-000—00-00-52085 [ 1EBI.2Z001 OA OL ON
195136 _HLGHSCHOOL  [ilelul -2022 |W.B,MASON CO, INC, 1000-301-0000-000—00,00- 52085 | 47,73 O 1, A OL (N
= i o, TECL an % - - =

To see all the accounts displayed, click the [Expand/Collapse] button and the screen display will toggle to show all
the lines of the PO.

3.6.7 How to Quickly Change All POs to One Method

Suppose a grouping of POs (perhaps all POs under $25) should be mass Liquidated. Rather than click the “L” next
to each PO tell the system to “change all” to “L”. To accomplish this, click the [6 CHG ALL] button.

=== Property of ADMINS. Inc. No unauthorized reproduction, distribution or use permitted. Page 12 of 24
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3 DeptCe
JATHLETIE:
198273 [ATHLETIC:
198275 [ATHLETIC:
195276 [THLETIC:
193278 [ATHLETIC:
195280 [pTHLETIC:

Apply Rollover Method to All FOs

Required: Enter Rollover Method [

5
5
5
Lookup Cancel  Clear All 3

N-Roll, No Adj Bud

Remaning 5

6 Cha Al

After

195786 [ATHLETICS

6-5ep-2022

RETTERSFORTS LLC

195820 [ATHLETICS

[12-5ep-2022

[TORF_TANK

This will change the methad on ALL POs
and may take  few minutes.

Are you sure you want to Continue?

195261 [ATHLETIC: —
198262 [ATHLETICS  j3-Jul-2092 [KENVD FLOOR CO, INC, S  [100¢

T9908E PTHLETICS 3 Jul-2022 [EMV0 FLODOR 0O, INC, [1060-F [AUC] 3170-Edit Workfile 6 Chg Al
19826¢ THLETICS  P3-Jul-2022 [M5AR 0

198285 ATHLETICS  P3-Jul-2022 [NIARA [100¢

199301 [ATHLETICS 05 Jul-2022 [WALLY ASGOCIATES, INC,

FEEE ] [4-Apr—2023 [THERAPRO TNC
198875 VA [19-Sep-2022 [NEW HORIZON COMMDNICATIONS
195860 AN H1-Jar—2023 [146 SUFPLY CENTER INC
195885 [N [11-Jan-2023 [P1ST CENTURY ELOQUENCE
TI000L AN 2= Jun—2023 B FRASON CO

[0100-927-0000-000-00-00-69554

3.6.8 Can | View the PO From Here?

To drill-down to the PO to see its contents before deciding on the method to use, click the VIEW button alongside

the PO#.

B 7 [AUC] 3170-Edit Workfile [theresa] X | B PO Rollover Methods b
]
| APP'%H'J"“VH Method to All POs | Method Description Status Tof
i 11 F
Required: Enter Rollover Method | T Tznore a
L Liguidate A
M Roll Forward - Mo Budget Adjustment A
Clear All .
Find Search  Cancel Help Eof
Edit Workfile ==
Hgnore
Goto New PO Date  01-Ju1-202% ARoll, Adj Bud
Pr— L-Liquidate
1-Edit List 8-Step Menu N-Roll, No Adj Bud
2P0EV |3 Deptcods 76 Date] endor Niame S ExpandiColapse Remaning S/ & ChaAl
View ﬁmmmcs |03-JUL-2022 [RITDELL ALL AMERLCAN SPORTS  [rrss—mm—swx—mme—ss—fr_smzwn 9450,00101 OA OL O
198273 [ATHLETICS 3-Jul-2022 PRIME TIME SPORTS [*X%E R A RN R H R AR 9255.0q D\ OA OL ON Befo re
198275 [ATHLETICS 3-Jul-2022 FRANKLIN POLICE DEPARTMENT | 1000-201-0000-000-00-00-5208% 2000.0@ p\ QA C ON
198276 [ATHLETICS 13-Jul-2022 [BELLINGHAM POLICE DEPARTMENT [1000-301-0000-000-00-00-52085 1500.0qp\ OA OL ON
198278 [ATHLETICS 3-J1-2022 |SCOREBOARD ENTERPRISES THC.  [1000-301-0000-000-00-00-52085 500,00 I OA
198280 [ATHLETICS Z-JuT-2022 [GIPPER MEDIA, INC 1000-201-0000-000-00-00-5208%5 750,00 OA
198281 [ATHLETICS 13-Jul-2022 NATURALAWN OF AMERICA [rrmr—wmm—rrrr—wwm—tx—wE—wwxx 5500, 00 S
198282 [ATHLETICS 3-Jul-2022 KENVD FLOOR €O, INC. 1000-301-0000-000-00-00-52085 9500,00 D\ O 6 Chq A”
198283 [ATHLETICS 3-Jul-2022 KENVO FLOOR CO, IMNC, 1000-301-0000-000-00-00-52085 5500, 00 D\ [eF,
198284 |ATHLETICS 3-Jul-2022 MSAR | 1000-301-0000-000-00-00-52085 250,00 p\ O
198285 [ATHLETICS 3-Jul-2022 NIRAR 1000-301-0000-000-00-00-52085 250,00 p\ O
198301 [ATHLETICS 5-Jul-2022 NALLY ASSOCIATES. INC, 1000-301-0000-000-00-00-52085
198786 [ATHLETICS p=2022 |AREITERSPORTS LLC | 1000-301-0000-000-00-00-52085
198820 [ATHLETICS [[2-5ep—2022 [TURF TAHK [rrrm—mmm— e r—w—mE
198871 [ADM [L4-Apr—2023 [THERAPRO INC [ s = s — R
198875 [HVIMA [L9-Sep—2022 NEW HORIZON COMMUNICATIONS [ R
198880 [ADM [L1-Jan—2023 |16 SUPPLY CENTER INC | 1000-301-0000-000-00-00-52085
198885 [ADM [L11-Jan-2023 [215T CENTURY ELOWUENCE [0200-950-0000-000-00-00-70006
230001 [ADM 2-Jun-2023 B MASON CO [0100-527-0000-000-00-00-69534 |/
Edit Workfile B
IHgnore
Gote New PO Date  01-JuL-2023 ARoll, Adj Bud
L-Liquidate
Actons B [AUC] 3170-Edit Workfile [theresa] X

= Property of ADMINS. Inc. No unauthorized reproduction, distribution or use permitted.
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Edit Workfile TR
Hgnore
Goto NewPODate 01-Jul-2023 ARoll, Ad) Bud
rctons L-Liquidate
1-£dit List &-Step Menu N-Rall, No Adj Bud
2P0SV_| 3 DepiCode PO Date] 4 Vendor Name 5 ExpandiColapse. Remaining 3 6 ChaAl
[0000-000-0000-000-00-00-00000 Ot
157996 [ATALETICS  [pi-Jul-2022 [RICHEY ATALETICS 1000-301-0000-000-00-00-52085 708,00 O
[T To79ag [ATHLETIES  [pi-Jul—2022 [APPLE, TRC T500-301-0000-000-00-00-52085 55,00 1
/ 95208 Ao T-7ul-2022 [SLGH DESIGH, INC, [ m R R 2225000 01
T 1-Jul—2022 [& & L ELECTRIC INC 134,00 |01
[03-TuL 2022 |NALLY ASSOLIATES, TRC. 208133 |1
3-Jul-2022 [COLLING GPORTS MEDICINE 257161 01
98067 [ATHLETICS  p3—Jul 2022 [MLAA INC 750,00 01
58268 [APHLETICS T 7RI -VALLEY LEAGLE 850,00 01
195263 JCHLED = “eprincK YHCA 1250,00 [0
[—5mE72 (AT 198208 T, ALL_ATERICAN SPORTS 450,00 01
gy E RS NN ]
Vigw
A¥ 4 /
8269 Fil Rollover in Progres
PO Query - Posted MCONNOR)
Geto VendorCode 014630 01 DeptCode ATHLETICS  ATHLETICS DeliverTo 44 ADMINS BUSINESS OFFICE
actons. ALY ASSOCIATES, INC. Via Email PODate  03-Jul-2022 FY 2023 tnvoiceTo 14 ADMING BUSINESS OFFICE
AUERT-GLVS TypeCode R Regular 1 Delery Notes 1internal Notes
PO BOX 3092 Notext available No text available
0 Line Balances | NORTH ATTLEBORD MA 02761 Ship To Attn
ship Date Prevaling Wage
Expected Amt
4 3 tems 4 GL Detais 5 Status History & Vouchers (1) 8 Atiachment (1) 3000,00
Line item Qty UM tem Description 2y Price Freight Other  ExtAmount  Retained Balance
= SUMMER AMARDS (Track & Field Board) 40,0000 400,00
Spit | 1000-300-3510-650-06-00-54160 ATHLETIC AHARDS
B FALL AHARDS 10000000 000,00 481,33

To return to the edit work file screen, click the Yellow Left Arrow:

"
S Ko« E}g)qﬂ

B S
4 [nl]

3.6.9 Selected POs Are Locked

Any PO that is added to the work file becomes “locked” from entry by any other user. This means that once a PO
is in the rollover process, no vouchers or change orders may be processed against it until the lock is released. This
will be evident on the PO Query screen on the individual PO, as well as the multi-record screen that shows all POs.

Goto

Actions

0 Line Balances

PO Query - Posted

FO Rollover in F'L\:_g:f—)

Vendor Code 014630 01

MALLY ASSOCIATES, IMC, Via Email
AWARD-GUYS

PO BOX 3032

MNORTH ATTLEBORD MA  027G1

DeptCode ATHLETICS ATHLETICS DeliverTo 414

PO Date 03-Jul-2022  FY 2023 Invoice To 14

Type Code R Regular Delivery
No text available

Ship To Attn

Ship Date Prevailng Wage

ADMINS BUSINESS OFFIGE
AOMIMS BUSIMESS OFFICH

e No text available

PD Rollover in Progres
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Actions
Vouchers
2 PO# 3 DeptCode 4 PODate 5 EntryUser 6 Vendor Name |Veav Dels Posted| InPrg Mﬁ—\ PO Balance
1 Select iMrmM [02-Tun-5023 [THERESA WLEMASON CO, INC, PoEs o [10 FO Rollover 1 106,35
198871  |AOM 1d-Apr-2023 [JBURCHILL _ [THERAPRO INC |§023 0|10 7 [FO Rollover i 355,04
156055 |AOM 11-Jan-2023 [HENDY [215T CENTURY ELOUUENCE FoEs [0 |10 FO Rollover 1 5, 15
198880 |AOM T1-Jan-2023 [HENDT 146 SUPFLT CEMTER INC |‘023 0|10 10 Rollover 1 Z1274.00
198075 |FWMA 15-Sep-2022 [THERESA NEW HORIZON COMMUNICATIONG [2023 [HYMA_[HWMA 2 PO Rallover 1 555298
98020 |ATHLETICS  |12-Gep-2022 @ms THTELLIGENT MARKING USA }m E 14 FO Rollover 1 R G
195786 |ATHLETICS  |06-Sep-2022 [DDUBOIS FREITERSPORTS LLC o2z 14 PO Rallaver 1 427500
156301 |ATHLETICS  [05-Jul-2022 [HCONNOR NALLY ASSOCIATES, INC, FOES 14 |14 AN FO Rollover 1 196,78
198285 |ATHLETICS  [03-Jul-2022 [MCONNGR NIARR |§023 T O Rallover 1 F50.00
156284 |ATHLETICS  [03-Jul-2022 [MCONNOR EEE) FOZ5 [l4 |14 FO Rollover 1 50.00
198283 ATHLETICS [02-Ju1-2022 [MCONHOR KEMVO FLOOR CO, IMC, 2023 |14 14 F‘D_EME_P_X E 00
198282 |ATHLETICS |03 Jul-2022 [MCONNOR EFWO FLOOR 0. INC. 2025 14 |14 PO Rallover 1 9500 300 /gf Status
[98E81  |ATHLETICS  [03-Jul-2022 [HCONNOR FATURALAWN OF AHERICA PoEs 14 |14 FO Rollover 1 5500, 00/ PO Rollover L
198080 |ATHLETICS |03 Jul-2022 [MCOHHOR GIPPER MEDLA. INC B2 14 |14 PO Rallover 1 750,07
198278 |ATHLETICS  [03-Jul-2022 [HCONNOR SCOREBOART ENTERPRISES INC, [2023 |14 14 PO Rollower 1 500/ PO Rollover i 3
198276 |THLETICS  [03-Jul-2022 [MCONNGR [FECLTNGHAM POLICE DEPARTMEN [2023 14 |14 PO Rallover 1 1507 FO Follover L =
198275 |ATHLETICS  [03-Jul-2022 [MCONNOR FRANKLIN POLICE DEPARTMENT [P025 |14 |14 PO Rollover 1 207
195072 |ATHLETICS [0E-JL1-2022 [MCONNOR FRIME TIME SPORTS POzz (14 14 1T FO Rollower 1 EE| 1 [P0 Rollover i 212
L 198272 |ATHLETICS |03~ Jul-2022 [MCOHNOR RIDDELL ALL AMERICAN SPORTS [2023 |14 |14 T PO Rallaver 1 EZ | FO Follover 1 3550
[5BE63  |ATHLETICS  [03-Jul-2022 [HCONNOR HOCKOHOCK. THCR FOES 14 |14 FO Rollover 1 1|
198268 |ATHLETICS  [03-Jul-2022 [MCONNGR TRI-VALLEY LEAGLE |§023 E 1a 1 F0 Rollover 1 E| PO Rollover i 78
156267 |ATHLETICS  [03-Jul-2022 [MCONNOR FIAA THC FOZ5 [l4 |14 1 FO Rollover 1 a7 FO Follover 1 42??
198266 ATHLETICS [02-Ju1-2022 [MCONHOR COLLIMS SPORTS MEDICIME 2023 |14 14 4 PO Rollower i D54,
195265 |ATHLETICS [03-Ju1-2022 [MCONNOR MACLY ASSOCIATES, INC. 2023 |14 14 1 PO Rellover i 208k PO Rollover i 1}7’
1598240 |ADM [01-J01-502Z |WFAGUETTE |5 e L ELECTRIC INC [0E3 [Con_|coA 1 F0 Rollower 1 6134, PO Rollover 1
198208 |AOM [01-J01-2022 |WPAQUETTE _ |SIGN DEGIGH. INC. 2023 oA |con T|P0 Rollover 1|  22250,00
197997 BTHLETICS  [01-Jul-2022 [HCONNOR APPLE, THC [POE3 14 |14 1 [P0 Rollower 1 E95, 00 PO Rollover i
197996 |PTHLETICS  [01-Jul-2022 [MCONNGR RICHEY & SON INC. Fozz 4 |14 10 Rollover 1 1705.00 QD\EC_'“-_O\L?_"/V
[

When the [Restart Process] or the [Post Rollovers] process is run, the work file is emptied out and all of the locks

are released from the purchase orders. This means that if ALL POs are selected when the process is run, act on

them relatively swiftly in order to release the locks and make them available to end-users.

3.6.10Process The Purchase Orders

When selections are made, click the [8-Step Menu] button to return to the menu.

Goto...

=

Edit Workfile sk gihod

IHgnore
New PO Date A-Roll, Adj Bud

L-Liquidate
1-Edit List 8-Step Menu N-Roll, No Adj Bud

2POEV 3 DepiCe

ode

197396 [RTHLETICS

1-Jul-2022 [RICHEY ATHLETICS

197997 |ATHLETICS

1-Jul-2022 |AFFLE. INC

1-Jul -2022 [SIGM DESIGN. IMC,

193208 |ADK
# 10, A

PO Date 4 Vendor Name 5 E}Iéndiﬂu\lﬂuse Remaining $| 8 Cha All
[0000-000-0000-00p— or O ON
1600-301-00057 170500 [, N
W00 @ _Step Menu | 795,00 g m

T3 1G] e

T F2250,00 |
000 —

Advance to the next step in the cycle from the Steps Menu.

3.7 Pre-Posting Verification

Description
Verify Tables
Restart Process

PO Rollover Processing

Email Open PO Listings
Select Purchase Orders for Processing
Edit Workfile

Date Start End Success
02-Jun—2023 14357111,56 14:57119,74
09-Jun—2023 15:42:36.,82 15:42136.,82

09-Jun—2023 15:43:22,993 15:43:54,04
09-Jun—2023 16:24:15,11 16:24:15,11

Pre - Posting Verification |

Now that there are POs selected for processing, run the pre-posting verification process to check for any errors
and verify that the POs are cleared for posting. This process will re-test to see if any errors are present in the

Control table, Fiscal Period table, and Chart of Accounts.

—
ADMING
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B " Task 3180: Pre - Posting Verification

Pre - Posting Verification

PrintReport as: @ summary O Detail

Run as O preview O Prim - © PDF
If Printing use Duplex ©@vyes (O No

Lookup

Sort Report By: @ poy O Dwanmem O Fund O Account?? O Method O Yendor Name

Cancel Clear All

Updated 17 July 2023

Indicate whether the verification
report should print in © Summary
or ® Detail, and how the data is
organized (on the report) by PO#,
Dept, Fund#, etc.

3185- POROLVERLST . REP Printed 09-Jun-2023 at 16:31:55

Page 1

GL# Ite

original

Amount

Figure 16 #3185 Verification Listing

The Account# displayed on the Pre-posting verification report will display the account to which the Purchase Order
will be rolled into. If the rollover method selected is A or N the account displayed will be the account to which the

Purchase Order will be rolled into for the coming fiscal year.

The exception to this is if the method is changed to “ignore” or “liquidate”. The

as this Purchase Order will have no bearing on the anticipated roll-forward

NV account displayed will be the current account assigned to the Purchase Order,
4!
) |

A account for that fund.

3.8 Post Rollovers

If there are no errors, proceed with Posting the Rollovers. The system will display this prompt:

B Task 317% Post Rollovers

Post Rollovers

Run as ) preview O Print ~ © PDF
It Printing use Duplex @ ves (O No

Lookup Cancel Clear All

Select PDF to view the Posting Report. In addition to creating the accounting transactions, the purchase order

history will be also updated:
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Updated 17 July 2023

Open
PO Query - Posted HENDYY
Goto... Vendor Code 012244 01 Dept Code ADM TOWN AOMINISTRA | |DeliverTe 10 ADMINS PRESCHOOL
ctons A, SIMOM & SOMS, INC Via Email PODate  01-Jul-2023 FY 2024 Invice To 10 ADMING PRESEHSRTTIoL
8 SUMMER STREET TypeCode R Regular 1 Deliven 1int | Not
FRAMKLIM Original PO 11-Jan—-2023 No text available LAzl R
0L Baiances || MA  02038-0000 Ship To Attn
Ship Date Prevailng Wage

AELT=F= EiStaki=Hisk Internal Notes for PO# 198886 ** Read Only ™~ o X
Line ltem aty UOM Item Description File Edit View Inset Format Help
L stuff = @@ ﬂ ®) %
L] [Times New Roman (Westem) =l [ =] Bl
Spit 0200-950-0000-000-00-00-70006
45"""n."""l."i"‘n.""i'n.‘M"‘ (A !

Encumbered 212,70 Liquidated
Retained Liquidated

For Help, press F1

LPO rolled over on 14-Apr-2023 by THERESA Date ;anged from 11-Jan-2023 to 01-Jul-2023 FY
changed from 2023 to 2024 Account was changed from

0200-750-0000-007-00-00-59222

to 0200-950-0000-000-00-00-70006 At rollover PO amount = 212.70 Used Rollover Method A

Ln 1, Col 1 NUM

Figure 17 The PO Query Details tab has a [J Internal Notes] button that describes how the PO was rolled

3.8.2 After — PO Query — Status History Tab

11-Jan-2023 |12:10:48.91 [HENDY

Open
PO # EEEEA PO Query - Status History HENDY
Got
o Vendor Code 012244 01 Dept Code AIM TOHN ADMINISTRA | |DeliverTo 4 ADMINS PRESCHOOL
Actions A, SIMOM & SOMS. IMC Via Email PO Date 01-Jul-2023  FY 2029 Invoice To 1y ADMINS PRESCHOOL
8 SUMMER STREET Type Code R Regular 1 Delivery Notes J Internal Notes.
FRAMKLIH Original PO 11-Jan-2023 No text arailable PO rolled over
MA 020380000 i:m;:tAﬂ" orevaiing on 14-Apr-2023
ip Date revailing Wage bv THERESA
Expected Amt
2 Details (1} 3 tems. B Vouchers 7 Changes (1} 8 Attachment (2) 212,70
Change Date |Time User Status Motes Buttons
1d-Apr-2023 (12118148, 97 [THERESA Oren
1d-Apr—2023 |11:21:36,25 [THERESA FO Rollover in Progress
1d-Fpr-2023 (11117 140,41 [THERESA oen
11-Apr-2023 [16:05:36.26 [THERESA [P el [
11-Jan-2023 [12111:53,06 [HENDY Status
11-Jan-2023 [12311:13.17 HENDY
11-Jar—2023 [12311:10,10 |HENDY Dpen

11-Jan-2023 [12310:26,99 HENDY

{FO Rollover in Progress

T

Encumbered
Retained

212,70 Liquidated
Liguidated

Relieved Paid Balance 212.70
Relieved Paid

Figure 18 The [5 Status History] tab shows the PO Rollover and the current status
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3.8.3 After — PO Query Changes Tab

Goon
PO# [13333 Change Orders for PO - Posted =
G
- Vendor 012244 01 Dept Code  ADM TOWH RDMINISTRA | |OeiwerTa g0 RIMINS FRESCHOOL
— . SIMH & SOHS, INC VaEmat PODate  01-Jul-2023 FY inwaics To RIMINS PRESCHOOL
B SLMER STREET Type Code R Regular N 1 nternai otes
FRANCLIN Original PO 11-Jan-2023 o text avnilable PO rolled over
Wi 02033-0000 ship To Atin on 14-Apr-2023
Ship Date Prevailing Wage o THERESA

Expected Amt
2 Detads (1) 3 tems. 4L Detais. S Siatus Histary - o= 8 Attachment (2) 212,70

[erae]Crang Date[rime change Use] Jonane Rewson ——Jeeave Jvendorfiame | Befor Chunge] Ofference]_#herCranaefiions |
01702025 [12: 16 FERESA | [oliover to fw Fiee i-Jul-2025 jA. SIHON & S0 FIETO ZI2.70 | 5Reson
|- |

et } } !
!
Encumbered Change Reason o 9 Report
Retained Paid fuance
Rollover to Nw Fisc
¥
Rollover to New Fiscal Year
3032-POCHGHISEDT.REP Printed 09-Jun-2023 at 16:49:03 L' T

Town of Admins
Change Order History Report

Change Seg#: 1 Date: 01-Jul-2023 Time: 12:1B:4B.97 User: THERESA

12244-01 A. SIMON & SONS, INC

Change Reason Rollover to New Fiscal Year
Effactive Date 01-Jul-2023
PO Date 11-Jan-2023 01-Jul-2023
1 1 Account 0200-750-0000-007-00-00-59222 0200-850-0000-000-00-00-70006 Bal 5212.70
Internal Notes: PO rolled over on 14-Apr-2023 by THERESA Date changed from
11-Jan-2023 to 01-Jul-2023 FY changed from 2023 to 2024
Accol was changed from

L} -0000-007-00-00-59222
to 950-0000-000-00-00-70006 At rollover PO amount =
12.70 Used Rollover Method A

4 Process the Next Group Of POs

If only a subset of POs were rolled over, continue running through the last four steps to process the remaining
POs.

PO Rollover Processing

Description
Verify Tables
Restart Process
Email Open PO Listings
Select Purchase Orders for Processing
Edit Warkfile
Pre - Posting Verification
Post Rellovers

Select Purchase Orders for Processing
Edit Workfile
Pre - Posting Verification
Post Rollovers

5 Accounting Transactions

The following codes are assigned to rollover transactions when the posting to the General Ledger is complete.
POO08 Liquidation during PO Rollover
PO09 PO Rolled over to New FY
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The PO will be canceled and the remaining encumbrance will be liquidated in the “old” fiscal year.

| Before Rollover

e

Account Balance Inquiry - Period Breakdown Type Expenditure
Goto. Sub Type Posting
Status Active
s Account Number Description Fund Status  Active
g [1000-3200-2800-688-053-00-54 160 SOCIAL WORKER SUPPLIES - DISTRICT Last Trxin FY 21-Apr-2023
Appropriation Appropriation Adj Eﬂcumbraﬂce Debits. Credits. Remaining Balance
Actuals 300,00 2089.,02 —-3198.,47 1 Txn Hist
| | |r 1)609 .45 | %n History
Work In Progress | [ I 2In Process
—-3198,47 3-SumAccts

Encumbrance Balance before Rollover was $1409.45 - $716.42 Liquidation = $693.03

| After Rollover

\ [
Accou\ /ance Inquiry - Period Breakdown

Type Expenditure
Sub Type Posting
Goto... Status Active
J— Account Number Description Fund Status  pFctive
SOCIAL WORKER SUPPLIES - DISTRICT Last Trxin FY 30— Jun-2023
Appropriation Appropriation Adj Encumbrance Debits Credits Remaining Balance
Actuals | 300,00 | £33 .03 2089.02 | —-2482,05 | 1 Txn History
Work In Progress | | T = | 2In Process
—2482.05 3-SumAccts

| No activity in new FY; only Current FY is affected :I

5.2 Roll Forward, Adjust Budget

The appropriation in the new fiscal year will be increased by the amount of the encumbrance being rolled forward.

Account Balance Inquiry - Period Breakdown Type Expenditure
— Sub Type Posting
Status Active
Actions Account Number o Description Fund Status Active
El ﬁ200_000_0000_000_00_00_52003 PO ROLLOYER FROM PRIOR YEARS Last Trx in FY
Approp ADDI’ODriﬂtIK]ﬂ Ad] Eﬂ cumbraﬂce Debits Credits Remaining Balance
Actuals | I [ 1 Txn History
Work In Progress | - T T s | 2 In Process
3-SumAccts
Before the rollover
Account Balance Inquiry Type Experditure
_— Sub Type Posting
Status Active
) FY  &cconnt Numher Description Fund Status  Active
fctions R [0200-000-0000-000-00-00-52003 — PO ROLLOVER FROM PRIOR YERRS

LastTrxin FY (1-Jul-2023

Actuals |
Work In Progress |

Approp Apprupriatbn Adj Encumbrance Debits Credits Remaining Balance
212.70 | 212,70 ! LRI S0y
T T | 2In Process
/\ 3-SumAccts

/

\

After the rollover using Option "A"
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5.3 Roll Forward, Do Not Adjust Budget

The PO will be rolled forward. The encumbrance will be established in the new fiscal year. The appropriations will
remain untouched in the new fiscal year.

[ Before Rollover | Account Balance Inquiry Type Expenditurs

Sub Type Posting
I Status Active
Loy fosounthiomboc y Description Fund Status  Active

| EB10—000—2430—405—05—00—54 160 I CLASSROOM SUPPLIES - STALL BROOK Last Trxin FY

Approp ADDI’DDI’iﬂﬁOﬂ Ad] EI"ICIJ mbrance Debits. Credits. Remaining Balance

Actuals | I | | 1 Txn History

Work In Progress T T T | ] 2 In Process

/\ 3-Sum Accts

r L

The rollover for this PO created an encumbrance in the account for the next fiscal year.
Method "N", no appropriation adjustment

[
After Rollover Acco! lance Inquiry - Period Breakdown Type Expenditure
TTE—— Sub Type Posting
Status Active
EY___Account Number Description Fund Status  Active
810-000-2430-405-05-00-54 160|\ CLASSROOM SUPPLIES - STALL EROCK Last Trxin FY 01-Jul-
Appl Appropr&atmn Ad Encumbrance Debits. Credits. Remaining Balance
Actuals | 3395.04 | | -3395,0d | 1 Txn History
Work In Progress \ I i [ [ 2 In Process
-3395.04 3-Sum Accts

6 Frequently Asked Questions

The following are some of the questions that may come up during the PO rollover process.

6.1 Can |l identify and liquidate Open POs that are less than $25.00?

When building the work file, certain purchase orders can be processed together. For example, to select all “small
balance” POs do this:

B Task 3174: Select Purchase Orders for Processing X
Select Purchase Orders for Processing
Required: FY to Roll POs From: Ir\\s 2023
Required: Enter Ending Date of FY from which POs are being Rolled [mmddyyy] mguzj
[Oplinnal: Include Only PO Balances Equal or Under § [25.00} ]
Optional: Enter up to 9 Department Groups Edit N walues:

Optional: Include Only PO Balances Equal or Under § 25.00)

Optional: Enter PO Type

Optional: Enter PO# Range to Select From: To:

Run as ) preview O Print O PDF
If Printing use Duplex Q@ ves (O No

Lookup Cancel Clear All

This method will easily liquidate them and clear them from future selections.
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6.2 Can | identify & process all Open POs for a single Department?

To locate and process all POs for a single department in one cycle and build a work file of POs use this criteria:

W' Task 3174 Select Purchase Orders for Processing X
Select Purchase Orders for Processing

Required: FY to Roll POs From: 2023

Required: Enter Ending Date of FY from which POs are being Rolled (mmddyyy] MB

Optional: Include Only PO Balances Equal or Under $

[Optional: Enter up to 9 Department Groups Edit 1 values: POLICE, l
Optional: Enter up to 9 POR's Edit 0 values:
[Optional: Enter up to 9 Department Groups Edit 1 values: POLICE, L
op CIET o TypE ]
Optional: Enter PO# Range to Select From: To:

Run as ) preview O Print © PDF
If Printing use Duplex Q+ves (Mo

Lookup Cancel Clear All

6.3 Why can’t | change the PO date?

The PO Date cannot be changed on the POs. The image below illustrates how the dates are used in the system
when POs are processed via the Roll Over cycle.

Edit Workfile T Method
I I-lgnore
| NewPODate 01-Jul-z0z23 | A-Roll, Adj Bud
. L-Liquidate
Rolled POs use this date to o Sten e e
3 NewPODate 01-Jul-2023 |
compute the date using the T e
. . 1000-301-0000-000-00-00-52085 2000, 00 ol [:lA [:lL [:JN
Flscal Yea r End I ng Date + 1 1000-301-0000-000-00-00-52085 4000,00 ol (:IA (:lL [:JN
1000-301-0000-000-00-00-52085 4800,00 ol (:IA (:lL [:JN
. T000-30 1-0000-000-00-00-520858 733250 j01 OA OL On | |

Figure 19 Edit Workfile screen shows new PO date, derived from the end of the “old” fiscal year plus one day

B Task 3174: Select Purchase Orders for Processing hed
Select Purchase Orders for Processing . . .

Required: FY to Roll POs From: 2023 quu |dat|0 ns
Required: Enter Ending Date of FY from which POs are being Rolled [mmddyyy] |30-Jun-2023 :

! Use this date
Optional: Include Only PO Balances Equal or Under $ | ||
Optional: Enter up to 9 Department Groups Edit 0 values:
Optional: Entgrasimmmams o 0 e peelendit [0 valymstion o e V o . 4

Figure 20 Liquidated POs will use the ending date of the “old” fiscal year

6.4 Different PO Rollover algorithms for different funds?

Yes. Different rollover formulas can be used on different funds. Let’s look at some examples.

For this example, in Fund 2010, all POs are to retain the same account# that was used on the original PO. Set up
the General Ledger Controls Table for Fund 2010like this:
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Maintain General Ledger Controls
Goto.

P FY Fund Description Fund Status B
s Boin SCHDOL GRANTS oPEN o
1-Edit List

2-Error Check |

Line  Account Number

Description

Summarize Postings?

Revenue E [FO10-000-0000-000-00-00-39100 JFEVERLE, SCHOOL GRATS g
Expendiure [T [2010-000-0000-000-00-00-35300 [ERPENDLTLRE, SCHOOL GRITS 5|
Encumbrance - [2010-000-0000-000-00-00-39200 [ENCUMERANCE ,_SCHUOL GRITS g
Reserve for Encumbrance  [5___[2010-000-0D00-000-00-00-36200 IFES _FOR ENCUMB, SCHODL GRHTS 5
Reserve for PY Encumbrance [ [2010-000-0D00-000-00-00-32110 [F7B RES FOR ENCOME, SCHODL GRWTS 5
[Po Rallover 7 -—7 PO Rollover u]
Accounls Payable [ [p0Tbo000-0000-000-00-00-20200 [RCCOLNTS PAVABLE, SCHOOL GRNTS 5
T NDES FUND BALANCE. SCHOOL GRITS 5
[PO Rollover i [ | USPERGE DT /7 5]
Dus From [f=__[£010-000-0000-000-00-00-B95EB [SUSPENGE DT /7 i
Discourts |5 [£010-000-0000-000-00-00-20200 [RECOLNTS PAVABLE, SCHOOL GRITS =]
accrugd ol R T = = e 14 Peomed Pag | =

Figure 21 Option 1: Keep the original account number from the PO when it is rolled

For Fund 1000 all POs are to be re-classified to a new number. This means that regardless of the account# used in
the old fiscal year when POs in Fund 1000 roll forward they will all be re-coded to 1000-301-0000-000-00-00-
52085:

Maintain General Ledger Controls
Goto

P FY Fund Description Fund Status ~
- 1000 GEMERAL FUND OPEN o
1-Edit List

| Line  Account Number Description Summarize Postings?

2-Error Check

Revenue 2 [1000-000-0000-000-00-00-39100 FEVEMUE . GEMERAL FUND O

Expenditure 2 [1000-000-0000-000-00-00-39300 EXPEMDITURE. GEHERAL FUND O |
4 [1000-000-0000-000-00-00-39200 EMCUMERANCE . GEHERAL FUND O
Reserve for 5 [1000-000-0000-000-00-00-38200 FES FOR EWCUME. GEMERAL FUND O
Reserve for PY Encumbrance (5 [1000-000-0000-000-00-00-32112 F /B RES FOR SCHOOL EMCUME. GEMERAL FUND |
| PO Rollover & 1000—301—0000—0OD—OO—BO—EZO@ ﬁEHEIEIL FRIOR YEAR EXPENSES O
Accounts Payable El 10bq—000—0000—000—00—00—20200 ACCOUNTS PRYRELE\ GEMERAL FUMD u]

| PO Rollover [ [1600-301-0000-000-00-00-52055 FCHOOL PRIOR YEAR EMPENSES |-

Due From 112 ilODO—OOU—DOOO—UOD—OO—UO—ESBBE iEUSPENEE T /0F O
Riscounts 132 106 A0-0000s> " -00=00-20200 [RCEALNTS. PAYARLE, GERHERALFIHT: C)

Figure 22 Change the account number to a predefined account number when the POs are rolled

Fund 2730 requires that POs being rolled forward replace the DEPT# but retain their original values for the
remaining account segments, enter this:

Maintain General Ledger Controls
Goto

\2?30—000—0(_301—00_0 0y 00

P FY Fund Description Fund Status o
ons Foza 730 C19 FHOR $29884 (HEALTH OFF ASSOC)  OPEN .
1-Edit List
| Line  Account Mumber Description Summarize Postings?
2-Error Check
Revenue 2 [2730-000-0000-000-00-00-33100 [FEVENLE. C15 MHOA s29884 ¢HEALTH OFF ASS |
Expenditure 2 [2730-000-0000-000-00-00-39200 EXPEMDITURES. C19 MHOA #29884 (HEALTH OF D
Encumbrance 4 27 30-000-0000-000-00-00-39200 [EMCUMBRANCES,. C19 MHOA $29884 (HEALTH OF [
Reserve for Encumbrance = 27 30-000-0000-000-00-00-38200 FES FOR ENCUMB, C19 MHOA $29884 (HEALTH O
Reserve for PY Encumbrance |5 2730-000-0000-000-00-00-32110 F/B RES FOR EWCUME, C19 MHOA GRAWT #2988 O
IPU Rollover 7 (27 30-DEG—s s s — s -—7 PO Rollover 5]
Accounts Payable ] 2728 000-0000-000-00-00-20200 IRCCTS PAYABLE. C19 MHOA GRANT #29884 O
NDESIG FUMD BRALAMCE. C19 MHOAR #29884 (H |
—555 - =
|P0 Rollover F 27 30-555 ST 5
‘ Due From ‘12 ‘2730—000—OOOO—OOO—OO—OO—BEBBS [EUSPEMNSE DT/DF 5]
Dissaunts I6TTTS PAYAELE), C1SpMi0a GRANTF #259554 C.

Figure 23 Keep part of the original account number and swap out the rest with the values from the table

6.5 Different PO Rollover Rules for Departments within a Fund?

This involves more setup than handling it at the “fund” level. The PO Rollover process does use the General
Ledger Controls by Account number table. This means that if there are very specific business rules within a Fund
on how to handle POs, build some detailed business rules in this table.
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I General Ledger Controls by Account#

Goto...

J— FY Account Description Fund Status

- [1000-123-0000-00 1-00-00-54030 BLDG MAIMTEMAMCE SUPPLIES OPEH
4-List Invalid Accounts S-Delete Invalid Accounts
1 Add Control
2 Delete Control
Line  Account Number Description Summarize Postings?

3-Edit List
Cash 1 - - - - - - ——1 Cash O |~
Revenue H - - - - - - -—-2 Revenue | ]
Expenditure = - - - - - - ———3 Expenditure ]
Encumbrance 4 - - - - - - ———4 Encumbrance O
Reserve for Encumbrance il - - - - - - —-——5 Reserve for Encumbiance O
= == e e — 1 F/B RES FOR ENCUMB. GENERAL FUND O

PO Rollover [7  [1000-350-0000-000-00-00-70023 | FUBLIC BLDGS WALNT ENCUMBRANCE ]
TCCOUNTE PAyACIE T D e ———8 Accounts Payable ]
‘ Fund Equity |9 - - - - - - ——=9 Fund Equity _D_

Duggs. Lips . B a2 F e T <l

For example, if there are 30 POs that all use the same rule, and five POs that are "special cases", set the default
rule in the Control Account by Fund table and then only set up the special cases in the Control Account by Account
table.

This minimizes the number of accounts to be maintained.
If these accounts do not have a value specified in line 7 in the Control Account by Account table, then the
processing rules will be used in the corresponding Control account by fund table.

6.6 Do | have to type in the Delivery Notes?

No. When the PO rollovers are posted, the system will automatically populate the Delivery Notes field and
capture all data pertinent to the rollover of the PO. Here’s what the system captures:

Open
PO# [EEEEE PO Query - Posted WENDY
Goto... Vendor Code 012244 01 Dept Code  ADM TOWN ADMINISTRA | |DeliverTo 4 ADMING PRESCHOOL
Actions A, SIMOM & SOMS. INC “ia Email PODate  (1-Jul-2023 FY 2024 Invoice Te 40y ADMING PRESEHSRTTOIOL
8 SUMMER STREET Type Code R Regular 1 Delivery Notes JInt | Mot
FRANKLIN Original PO 11-Jan—2023 No text available nternal Notes
0 Line Balances MA  02038-0000 Ship To Attn
Ship Date Prevailing Wage
- -
'@ Sheas HCChebas St bl Internal Notes for PO¥ 198886 *** Read Only *=* m} X
Line Item aty UOM Item Description File Edit View Insert Format Help
= e D|c|E| (2 g8 (@] | B
[Times New Foman (Westem) =z -] B|s 2 ’g% = E
Split Q200-950-0000-000-00-00-700085 =
_E I Y T T
. 4-Apr-2023 by _Jan-202 _Tul-202
. 212,70 Liquidated tPO rolled owez:)or; 14 1:.[.)1;)-0-3 by THERESA Date changed from 11-Jan-2023 to 01-Jul-2023 FY
Retained Trrino changed from 2023 to 2024 Account was changed from
0200-750-0000-007-00-00-59222

to 0200-950-0000-000-00-00-70006 At rollover PO amount = 212.70 Used Rollover Method A

For Help, press F1 Ln1, Col1 MUK

6.7 Can | start now even though it's not July 1 yet?

Yes! If there are POs ready to process now (because they will not have payments or change orders against them
prior to June 30) then yes, begin rolling them forward.

= Property of ADMINS. Inc. No unauthorized reproduction, distribution or use permitted. Page 23 of 24



Financial Management PO-760 PO Rollovers
Purchase Orders » Year End Processing Updated 17 July 2023
6.8 Do | need to have my Budget posted before | can do this?

No. Roll POs without having completed the final posting of your budget, as long as the chart of accounts exists for
the new fiscal year.

6.9 Can | operate in 2 fiscal years simultaneously?

Yes! The AUC application is completely date driven to allow processing in more than one fiscal year at a time. In
other words, the POs can be rolled forward into the next Fiscal Year while departments finish up their bills and
payrolls in the current Fiscal Year.

6.10 What does it mean that the “system is date driven”?

This means that every transaction processed in the system has a date associated with it. The combination of the
DATE and the FUND# indicates to which fiscal year the transaction belongs.
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