PO Rollovers

FY23 to FY24 Please MUTE your phone
after joining the
https://meet.goto.com/AUC ADMINS conference call.
Thanks!

You can also dial in using your phone.
United States: +1 (646) 749-3112

Access Code: 476-936-645

Wednesday, June 7, 2023 PO Rollover Processing
Description
at 10:00 AM Verify Tables
Restart Process
Presented by Theresa Campbell S R
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Tips for GoToMeeting

k GoloMeeting v |@REC| | "

View Everyone

FY23 to FY24 Please MUTE your phone
after joining the
https://meet.goto.com/AUC ADMINS conference call.
Thanks!

You can also dial in using your phone,
United States: +1 (646) 749-3112

Access Code: 476-936-645

Wednesday, June 7, 2023 | PO Rollover Processing

at 10:00 AM ey

Restart Process

Emad Open PO Listinas

Presented by Theresa Campbell

i Z

Camera Screen

Controls appear when the mouse is moved onto the G2M window

1.

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
m IDEAS. RELATIONSHIPS. RESULTS.
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Where do | begin?
What preparation is required prior to rolling?
How do | roll PO’s?

What rollover options are available?

Control Account Tables (by Fund or Account)

Try this in the TRAINING account first!

Copy just the modules needed
Help Reference Library SY-175 Copy Live to Training (Batch)

e
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PO Rollovers 6

Prepare



Checklist of Steps

v' Create FY24 Chart / New Accounts

v Update FY24 Control Account Tables

v Balance Open POs (by fund)

v Email Lists of Open POs to Departments
v' Identify POs to LIQUIDATE vs. ROLL

v' Begin to Roll Purchase Orders

v Update/Check POROLBST distribution list

v' Complete the process; optionally set the starting PO # for
the new fiscal year

e
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Help Reference Library

Purchasing » Help Reference Library » Year End Processing

Purchasing Help Reference Library

Reference Card View |Send
- FISCAL YEAR END PROCESSING -———-——-
[PO-740 Set Starting Purchase Order Number View Email
PO-750 Fiscal Year End - Checklist View Email
PO-760 PO Rollover View Email
PO-770 Email Open PO Listings to Departments View Email
PO-7680 PO Rollovers — PowerPoint Overvieuw View Email
IP0-790 Turn off Access to Purchase Orders View Email
2 NSl
SY-155 External E-Mail Addresses View Email

e
ADMINS IDEAS. RELATIONSHIPS. RESULTS.
—— www.admins.com 6



Balance Open Purchase Orders

Beginning Ending
Ealance Debics Cradics EBalance

EEEEEEEEEEEEEEES EEENSEEEESEEEEEEN EEEEEEEEEEEEEESEE EEEEEEEEEEEEEEEN

- 33,867,624.70 100,377,699.70 95,842 ,975.24 37,402,449.16
OS ransac Ions {1,4581,043.58) 94,980,814.92 94,832,139.03 {1,312,367.69)

(2,486,387, 40) 3,777,649.98 1,569,342.18 (278,079.60)

(22,333, 567_49) oo 2,486,387 40  (24,819,954_3839)
0o a0z, 792,91 57 469 231,99 {81,566, 43%_08)
.00 78,833,725.56 z,684,735.86 T
.00 4,055,729._58 3,777,649._58 278,079.60

7,586,626.23 £82,928,412.65 £8%4,662,361.68 fSZ,S'??.ZD

Compare Reports I S Y

Appropria

Penaining

A:’p! O}IV LAT 1 on kﬂ_‘.H:T.h.n:"r.: Enounbyancas Belance 4 Usged
(483,000, 00} .00 on i o,
15,000_ 00 ] &, 500.00 18 (&,743. 18) LI3F8.Z§
[ ] ] .00 .on oD, 00 400,000, DD oD
1610 - Trial Balance e
(314 481 00) .oo _oo oo 14 481 0 on
oo .oo (ili] 400 00000 {400,000 00} i)
oo oo oo 6 i6, L9591, DO} oo
° oo o0 3 (2,9%7.00}) oo
A, 00 43 (43,208, 00} oo
1613 - Expenditure Summary

1 553,074.00

3624 - PO Balances by GL#

e
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POs Charged to

Non-Expenditure Accounts (1)

Report Library by Purchase Order

Report Mame Yiew Report | &
———————— Other ——————— I
AR0C0-Al1 Pls (in progress + history? : Run

217 1-FPurchase Order Aging Feport Tl Run
2811-Purchasze Orders By Vendor (1 line per PO B Run
Eh25—Open and Clozed Purchaze Order Balances 3Tl Run

2917 -Posted Purchaze Orderz Tagged for Fixed Pssets im Run
20i32-Deleted PO = : Run

APPOLIBPO

Select POs » Report Library »
#3665 - POs Charged to Non-Expenditure Accounts

e
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POs Charged to Non-Expense

Accounts Report (2)

Purchase Orders :ng:i:g :zic;.::mfs Expenditure Accounts
The report shows the:
PO number GL account #
PO date Account description
Vendor # Amount
Vendor Name Type of account

PO type PO Status
Issuing Department

e
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Disable PO Access

Year-End Processing PO Rollover Processing

Module Maintenance Set starting PO# for New Year

Interfaces/Imports >

Change Menu Access for PO Entry/Change Orders

Choose Grey to
disable access

B Task 3980: Change Menu Access for PO Entry/Change Orders x

Change Menu Access for PO EntryfChange Orders

Turn Menu Access to () Grey @ Display

Lookup OK Cancel Clear All Choose Display to
enable access

“All or nothing” method to quickly disable access to Purchase Orders
& PO Change Orders

Review the document PO-790 Turn off Access to Purchase Orders in
the Help Reference Library

=]
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Accounting Setup

FROM the old fiscal year
General Ledger Controls Table (Line #s 4, 5, 6)

Encumbrance |ﬁ1 ICJ11D—DDD—DDDD—DDD—DD—DD—EBEDD
Reserve for Encumbrance E ICJ11D—DDD—DDDD—DDD—DD—DD—EBEDD
Reserve for P% Encumbrance E |:|11|:|—|:|GG—GDGD—DGG—GG—GD—SEED1

TO the new fiscal year

Chart of Accounts
General Ledger Controls Table (#4, 5, 7)
New Accounts (based on Control Accounts Table # - Line 7)

Encumbrance |ﬁ1 ICI11D—DDD—DDDD—DDD—DD—DD—EBEDD

Reserve for Encumbrance E ICI11D—DDD—DDDD—DDD—DD—DD—EEEDD

Reserve for PY Encumbrance |:|11(]—DDG—DDDD—DDD—GD—GD—EBED1

PO Rallover  — |? 66—t 22— 0000-000-00-00-57001
ALMING  IDEAS. RELATIONSHIPS. RESULTS.
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Control Accounts by Fund

C HA N G E ACCO U N T# . Maintain General Ledger Controls

Artore FY Fund Description Fund Status
Il 000 GEMERAL FUND DPEN

Roll POs & change some

[ Line Account Number Description Summarize Postings?
I I t h t 3 t h 2-Error Check
O r a e Seg e n S I n e Revenue 2 1000-000~-0000-000-00-00-39100 IREVENUE, GEMERAL FUND SIES
. ITi n Expendture 5 [1000-000-0000-000-00-00-39300 [EXPENDITURE, GENERAL FUND u]
a Cc O u nt # I n t h e to yea r Encumbrance a4 1000-000-0000-000-00-00-35200 [ENCUMBRANCE . GENERAL FUND
Reserve for Encumbrance 5 1000-000~-0000~-000-00-00-38200 |RES FOR ENCUME, GENERAL FUND ]
Rasanie {0r O 10000000000 -A00-00-00-22112 . [F/B RES FOR SCHOOL ENCUMB, GENERAL FUND [J
PO Rollover [7 ]1000-301-0000-000-00-00-52085 | [SCHOOL PRIOR YEAR EXPENSES ]
Vaok TOU0=000=0000=-000=00=00= 20200 JRCCOUNTS PAYABLE,. GENERAL FUND
Fund Equity El 1000-000-0000-000-00-00-35300 UNDES FUND BALANCE, GENERAL FUND
»ro Due To . y_moo—ggo-ooowvﬁow@asa p gt [SISFEIGE n} Jo e gih _gein

Line 7 in the new FY has values in the segments to be changed. A mix of
wildcards and valid segment numbers may be used

KEEP SAME ACCOUNT# | Summorce Postngs?

o [ Encumbrance 4 64 70-000-0000-000-00-00-39200 EMCUMBRANCE, GIFTS - SCHOOL
Ri ve for Encumbi =] 64 70—-000-0000-000-00-00-33200 RES FOR ENCUMB. GIFTS - SCHOOL
ROII POS a nd reta I n R::Z;z fz.: P:‘C;:cjr:grc:nce 8 :4?0—00@—0000—0'3:0—00—00—22113 F/B RES FOR PY ENMCUMB. GIFTS - SCHOOL
L]
the account# used in
L]
the prior year

apomm

|PO Rollover I,T' I****—ﬁ*!—****—*!!—**—**—!*i*!! ——7 PO Rollover

Line 7 in the new FY Control Account table is all “wildcards”

e
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www.admins.com 1 2



Control Accounts by Account

N General Ledger Controls by Account#
Goto...
— FY  Account Description Fund Status
- [1000-189-0000-001-00-00-54030 BLDG MAINTEMANCE SUPPLIES OPEN
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 0 [a
Revenue 2 = - = = = = -——2 Revenue ]
Expenditure 3 = = - = = = ———3 Expenditure ]
Encumbrance d = = = = = - —-——4 Encunbrance ]
Reserve for Encumbrance S - - - = - = -——5 Reserve for Encumbrance ]
o £ oL |. Vad A ATl aTaTa TN aTala allaTa alra auarel 440 F/‘B RES FDR ENCUP‘B' GENERQL FUND D
PO Rollover 7 1000-950-0000-000-00-00-70029 PUBLIC BLDGS MAINT ENCUMBRANCE u
ECCOUNTS PAYaDE = — e -—-8 Accounts Payable ]
Fund Equity 9 - - - - = = -—-9 Fund Equity ]
peaDugfo.e o AP D [ e o = e e o8 —

“Special” situations are handled in the

Control Accounts by Account # table.

Here any POs with encumbrances for that account will roll
into the account listed in line 7.

e
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Examples — Before and After

Roll, Retain Account# Roll, Change Fund#

2 Detailz (13 | 3 ttems | 4 GL Details | 5 Status History | & “oucher: _ 3 ftem= | 4 GL Detais_| 5 Status History | E Youchers (3
Line item oty UOM Hem Description FA Price Gty UOM Item Description FA Price
il Contracted Cleaning Services for the 140931, 000 Mursing Services for Town of Concord 2800, 0000
Z2nd Year of 3 year contract
Split I O0Ed—BEE0—a50—0000—5295—-0000 CUSTODIAL SERWI 0001 180-510-0522—5 205 — 0000 MEDICALHOSPITAL !
P SR A e e o
Po Rollover P Rollowver D02
2 Detailz (1) | 3 ttems | 4 GL Detailz | 5 Status History | B ‘oucher: | 3 ftems | / 4 GL Details_| 5 Status History | £ Youchers (5
A
Line ltem Oty UOM Itegf Description FA Price Gty UOM Hem Dgfcription FA Price
|1 tracted Cleaning Serwices for the 140931 , 000 Hureghz Services for Town of Concord 3800, 0000
2nd Year of 3 ar contract
spit_| € 0084-£50-650-0000-5293-0000 CUSTODIAL SERVI 0002-180-510-0522-5306-0000> MEDICALHOSPITAL
=]
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How Does It Work"?

Open
PO # PO Query - Posted WENDY
Goto... Vendor Code 012244 01 Dept Code ADM TOWN ADMINISTRA |§OeiverTo 10 ADMINS PRESCHOOL
T A, SIMON & SONS, INC Via Email PODate  01-Jul-2023 FY 2024 Inyoice To 19 ADMINS PRESCHOOL
8 SUMMER STREET TypeCode R Regular . J Internal Notes
FRANKLIN Original PO 11-Jan-2023 No text available PO rolled over
0 Line Balances MA 020338-0000 Ship To Attn - 14-Apr-’0’3
Ship Date Prevailing Wage . TT-TFRF{A- v
P T Dept Code ADM TOWN ADMINISTRA L
|_ PO 198 T PODate  01-Jul-2023 FY 2024 > PO 198
TypeCode R Regular
Original PO 11-Jan-2023
Ship To Attn
Ship Date Prevailing Wage

PO 201
PO 325

PO 455

POs were liquidated

Liquidate in Old FY in Old FY and do

not roll to New FY

e
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Rollover Methods

()] The PO was brought into
Ignore the wor(l; file; Iilgtr;ore itfor | Current FY: No impact
now and it will be .
New FY: No impact
addressed later. P
(L) Cancel the PO in Current FY | Current FY: Relieve Encumbrance & Close PO
Liquidate New FY: No impact
(A) Roll the PO Forward and Current FY: No impact
Roll, Adj Bud PIACESsd Budggt New FY: Increase Encumbrance on “to” account
Adjustment against the New FY: Increase Appropriation on “to” account
account
(N) Roll the PO Forward and Current FY: No impact
Roll, No Adj Bud encumber the Funds in the | New FY: Increase Encumbrance on “to” account
New FY without a Budget
Adjustment

e
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PO Rollovers 6

Processing
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Process Flow — Steps Menu

Year-End Processing _l+ PO Rollover Processing

Modsle Mitnteance Set starting PO# for New Year

iiertacesympars Change Menu Access for PO Entry/Change Orders

e

PO Rollover Processing
Description
e ——  \ferify Tables

— ElTl-ﬂll GEEH F-D ]_lﬁtll'tﬂﬂ
——) *.clect Purchase Orders for Processing

] e
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Verify Tables

Verify Tables

B Task 3186 Verify Tables >
Yerify Tables

Required: FY to Roll POs From: D‘_ Current FY "YYYY"

Run as ) preview ) Print @ PDF ) Excel

If Printing use Duplex @ ves () No
£ search
Lookup Cancel Clear All
Help
1535 v i fx
A B c D E F G _ H | J K | M
1 |FY Fund# Description Status Type Line ControlAccount# Description AcctType Sub Type Status Error
2 2024 0100 TRASH-OPERATING Active PO Rollove; 7 0100-950-0000-000-00-00-7001 TRASH ENCUMBRANCE E P Active
3 2024 200 WATER-OPERATING Active PO Rollover 7 0200-950-0000-000-00-00-7000 WATER ENCUMBRANGCE E P Active
4 024 '0300 SEWER-OPERATINGFUND  Active PORollovel 7 0300-950-0000-000-00-00-7000 SEWER ENCUMBRANCE E P Active
5 2024 'D400 STORMWATER Active PO Rollovel 7 0400-950-0000-000-00-00-7001 STORMWATER ENCUMBRANCE E P Active
6 2024 'B444 ERATE CREDITS FOR TECHNO Inactive PO Rollovel 7 0000-000-0000-000-00-00-0000 *** No Control Account for this Line ** Active 1 5
7 2024 F000 GENERAL FUND Active PO Rollovel 7 1000-301-0000-000-00-00-5208 SCHOOL PRIOR YEAR EXPENSES ~ E P Active
8 2024 '2000 SPECIAL REVENUE Active PO Rollovel 7 2000-000-0000-000-00-00-8888 SUSPENSE DT/DF F C Active 2
9 o024  "009 Inactive PO Rollovel 7 2009-000-0000-000-00-00-8888 SUSPENSE DT/DF F s Active 2 5
51072024 '8175 AFLAC- TRANSITIONNY TO  Active PO Rollove; 7 8175-000-0000-000-00-00-8888 SUSPENSE DT/DF F c Active 2
5112024 5180 ELEMENTARY STUDENT ACTIV Active PO Rollovel e Wildcard:Sel POs for Proc will show errs
512/2024 000 ACCOUNT GROUP Active PO Rollovel 7 9000-000-0000-000-00-00-8888 SUSPENSE DT/DF F C Active 2
513024 '6700 ACCT GRP-LONG TERM OBLIG Active PO Rollovel 7 9700-000-0000-000-00-00-8888 SUSPENSE DT/DF F C Active 2
51472024 710 FIXED ASSETS ACCT GROUP- Active PO Rollove; 7 9710-000-0000-000-00-00-8888 SUSPENSE DT/DF F c Active 2
5157024 6720 FIXED ASSETS ACCT GROUP- Active PO Rollovel 7 9720-000-0000-000-00-00-8888 SUSPENSE DT/DF F c Active 2
5167024 '8990 NO_OVERLAY Inactive PO Rollovel 7 9990-000-0000-000-00-00-8888 SUSPENSE DT/DF F C Active 2 5
517/2024  '6998 TEMPLATE (CONTROL ACCTS Active PO Rollovel 7 s s s o wes Wildcard:Sel POs for Proc will show errs
518
519
520
521 Selection Legend:
522
523 Errors:
5241 - Control account missing {Hard Error})
5252 - Control account must be an Expenditure Posting Account (Hard Error)
5263 - Control account not valid in the COA (Hard Error)
5274 - Fund is Closed (Hard Error)
5285 - Fund is Inactive (Warning)
529

e
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Emailing Open PO Listings

I Email Open PO Listings

B Task 3178: Email Open PO Listings X

Email Open PO Listings I Enter "From" year here

Required: FY to Roll POs From: j_

Required: Enter Note Please review the purchase orders listed in the attached.

Optional: Enter Note Provide a request for disposition to Accounting no later than June 15,
Optional: Enter Note L-Liquidate; A-Holl Foward w{ Appropriation; N-Roll Forward{No Appropriation.
Optional: Enter Note Mon-responses will result in liquidation of the Purchase Orders on June 30.
CC message to Sender: @ Yes O No

Print Report as: ) Summary ® Detail

Send Report Attachment as: () Web Browser () Exc

Lookup OK Cancel Clear All

e
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Email Open PO Error Check

I Email Open PO Listings

If there are no Purchase Orders found to roll:

Email Open PO Listing >

' . Mo Purchase Crders found to roll for 2021
W' Checkfor Open Purchase orders for the year selected
Process Terminated

QK

=]
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Liquidations “"En-

i Select Purchase Orders for Processing i

Masse”

Select POs by Dept Group, PO #, Vendor#, Type, or a range of PO #s

B " Task 3174: Select Purchase Orders for Processing - X
Select Purchase Orders for Processing
Required: FY to Roll POs From: s . Enter "From" FY and ending
Required: Enter Ending Date of FY from which POs are being Rolled [mmddyyy) { 4—‘, date of "From" fiscal year
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 Vendori#'s Edit ':0 values:
Optional: Enter PO Type [ | .
Optional: Enter PO# Range to Select From: | | To: |
Run as () preview O Print @ PDF
If Printing use Duplex @) ves (O No
Lookup Cancel Clear All

e
ADMINS
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PO Rollover - Account # Changes

I Select Purchase Orders for Processing |

PO#: 230005 Vendor: 002908 - 01
PO Date: 21-Apr- THERAPRO INC
Original Account and Description New Account and Description

‘ o s 3 b« VO TF TR . P P - el o ‘

6810-000-2430-405-05-00-54160 CLASSROOM SUPPLIES - STALL ﬂ6810-000-2430-405-05-00-54160 CLASSROOM SUPPLIES - STALL Bd

" ro#: 230007 Vemdor: 024835 - 01

PO Date: 21-Apr- NEW HORIZON COMMUNICATIONS ‘

Line GL# Original Account and Deseziption New Account and Description |

L Fv23 TELEPHONE CHARGES . DIPIETRO ELEMENTARY scRoon o T
[P200-290-0000-004-00-00-52030 TELEPHONE §)0200-000-0000-000-00-00-52003 PO ROLLOVER FROM PRIOR YEARS]

—————— T ———— |

[1000-300-4130-531-05-00-52030 TELEPHONE-STALL €)2000-000-0000-000-00-00-52003 PO ROLLOVER FROM PRIOR YEARS]

" bo#: 230006 Vemdor: 012242 - 01

PO Date: 21-Apr- A. SIMON & SONS, INC

Line GL# Original Account and Deseription New Account and Deseription

g T T T R e e L e e e —— |
[0200-950-0000-000-00-00-70006 WATER ENCUMBRANCE €0200-000-0000-000-00-00-52003 PO ROLLOVER FROM PRIOR YEARS]

e
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Edit Workfile Screen

[ Edit Workfile |

Edit Workfile o e
= |-lgnore
ola... New PO Date 01-Jul-2023 A-Roll, Adj Bud
e L-Ligquidate
it ' ' ' ' 1-Edit List 8-Step Menu N-Roll, Mo Adj Bud
5 Expand/Coll ' !
2 PO#V 3 DeptCode PO Date 4 Vendor pandiColapse fna s 6 Chg Al P
195576 [FIRE 19-Oct—2022 [AOMING INC W@ OA L ON
View | 195879 |A0M 11-Jar—2023 [215T CEMTURY ELOD _ i 0 -7 ZE®1 A L (N
198883 [nDM 11-Jar—2023 [2080 MEDTA IMC, £ S b O 00 B 00 B e 5, 62 el OA OL ON
195664 [ADN T1-Jar—2023 [215T CENTURY ELD gmgmmﬂg;am's Line B @ OAOLON
195566 |ADM T1-Jar 2023 [A, SIMON & 506G, |l " T = 700@1 OA L OMN |v
Edit Workfile
Goto
1-Edt List 8-Step Meny
Remove Workfile PO I
PO Date| 4 VieRdor Name ] 5 Exp
J1=Jul- 11000-301-0000-000~

197504 [DIPIGTRO D1-Jul-

197714 ms%;r D1-Jul-

97909 [SCHHA D1-Jul-

D1-Jul-

SFED '\ Pi-Jul-

> RTHLETICS '\ Pi-Jul-

LS 2E 2 OTAE EX T e B VT
[AUC] 3170-Edit Workfile [DUCATION, INC,

JDUCATION, INC.

Removing PO 196,405 from the Workfile.
It will take a minute,
Are you sure you want to continue?

ADMINS IDEAS. RELATIONSHIPS. RESULTS.
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Edit Workfile — Choose Methods

(= ethod ~ )
I-lgnore

A-Roll, Adj Bud

New PO Date L-Liquidate

1-Edit List 8-Step Menu !N—Roll, Mo Adj Bud |
2P0%#V | 3 DeptCode PO Date| 4 Vendor Name S Expand/Collapse 6 C h Q A"

] 0000-000-0000-000-00-00-00000

Edit Workfile

Goto...

Actions

195922 = _ -00-00-527! orge ®
195923 a =52700 64519.20 D1 @A OL ON
195926 Apply Rollover Method to All POs ~00-00-51800 200,00 D1 OA @L ON
195932 ‘ -00-00-52085 §000.00 D1 QA OL @N
— | Required: Enter Rollover Method

# ' PO Rollover Methods X —
Method Description Status Tof ||
5 Roll Forward — Adjust Budget A Al L]

I Ignore A
Lookup OK Cancel Clear All L  Teprl.data a ||
\ N Roll Forward — No Budget Adjustment A —
\-.._ L e :

"\\
Find  Search Cancel Help  Eof ||
i T v

e
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PO Rollover Verification Listing

3185-POROLVERLST.REP Page 1
Town of Admins
Verification Listing

PO# PO Date G/L Account Number Original Remaining Method
Amount Balance
230002 01-Jul-2023 1000-000-0000-000-00-00-52003 18450.00 18450.00 Fwd Adij Appr
230003 01-Jul-2023 1000-300-2800-688-09-00-54160 716.42 716.42 Liquidate
[ 230004 01-Jul-2023 1000-000-0000-000-00-00-52003 600.00 600.00 Fwd No Ad4dj
230005 01-Jul-2023 6810-000-2430-405-05-00-54160 3395.04 3395.04 Fwd No AQj
230006 01-Jul-2023 0200-000-0000-000-00-00-52003 21210 212.70 Fwd Adj Appr ]
230007 01-Jul-2023 0400-000-0000-000-00-00-52003 13634.06 13634.06 Fwd Adj Appr
**% Grand Total *** 37008.22 37008.22
S
ADMINS IDEAS. RELATIONSHIPS. RESULTS.
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Choosing option “I” for Ignore

PO 198345 Before - Option "I" to Ignore

ccount Balance Inquiry - Period Breakdown Type Expenditure
Goto... Sub Type Posting
Status Active
FY ACCOU"t Number Description Fund Status Active
|1000-300—4210—660—06—00—54120 GR MAINT SUPPLY-HS Last Trxin FY 26-Jan-2023
Appropriation Appropriatio EHCU mbrance Debits Credits Remaining Balance
Actuals | 6000,00 | | 2900,00 1354.49 | | 1745.51 | 1 Txn History
Work In Progress | [ I | | 2 In Process
1745 .51 3-SumAccts

No effect on General Ledger for any fiscal year

l PO 198345 After - Option "I" to Ignore
count Balance Inquiry - Period Breakdown i Expenditure
Sub Type Posting
Goto... .
Status Active
FY Account Number Description Fund Status Active
1000-300-4210-660-06-00-54120 GR MAINT SUPPLY-HS Last Trxin FY 26-Jan-2023
b E b
Appropriation Appropriation| NGRS Debits Credits Remaining Balance
Actuals | 6000.00 | || 2900,00 1354.49 | | 1745,51 |1 Txn History
Work In Progress | [ II [ | S Procass
[ 1745,51 | 3-SumAccts

e
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Liquidations — Impact only on Current FY

Account Balance Inquiry - Period Breakdown Type Expenditure
ol Sub Type Posting
Status Active
e | Account Number Description Fund Status QActive
[{1000-300-2800-688-09-00-54 160 SOCIAL WORKER SUPPLIES - DISTRICT LastTrxin FY 21-Apr-2023
Appropriation Appropriation Adj Encumbrance Debits Credits Remaining Balance
Actuals | 300,00 | [ 1 09, 45 2089.02 | | -3198.47 | 1 Txn History
Work In Progress | [ | [ [ 2InF s
/ \ -3198.47
L Encumbrance Balance before Rollover was 51409 45 - 57‘16 42 quu[datlon = $693.03
Accou ance Inquiry - Period Breakdown Tips Expenditure
= Sub Type Posting
Status Active
P | Account Number Description Fund Status  Active
000-300-2800-688-09-00-54160 SOCIAL WORKER SUPPLIES - DISTRICT Last Trxin FY 30-Jun-2023
Appropriation Appropriation Adj Encumbrance Debits Credits  Remaining Balance
Actuals | 300,00 | 693 .03 2089,02 | [ -2482,05 | 1 Txn History
Work In Progress | I T l | Proces
-2482 .05

After posting the POO8 transactions to the General Ledger, the liquidation
reduces the encumbrance in the same fiscal year

e
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Impact of Option “A”

Account Balance Inquiry - Period Breakdown Tyen Expenditure
ok Sub Type Posting
oto... Status Active
o FY  Account Number Description Fund Status  Active
o | A [0200-000-0000-000-00-00-52003 PO ROLLOVER FROM PRICR YEARS Last Trx in FY
Appropd APPropriation Adj Encumbrance Debits Credits  Remaining Balance

Actuals | [ | |

Work In Progress - : /\ : . I |
—
N
Before the rollover J

Account Balance Inquiry Type Expendi ture
Got Sub Type Posting
oto... Status Active
e FY Account Numher Description Fund Status Active
e 0200-000-0000-000-00-00-52003 ~ PO ROLLOVER FROM PRIOR YEARS Last Trxin FY 01-Jul-2023
Approp Approprsation AdJ Enc:umbrance Debits Credits Remaining Balance
Actuals | 212.70 212 .70l | | 1 Txn History
Work In Progress “ . /I\ . J | [ 2 In Process
——
4 \-

After the rollover using Option "A"

iE===—————==|
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Impact of Option "N” on New FY

=1
Before Rollover I

Account Balance Inquiry Type Erpnatture
Sub Type Posting
Status Active
| LY. Account Munbor Description Fund Status Active
‘l K810-000-2430-405-05-00-54160 CLASSROOM SUPPLIES - STALL BROOK Last Trx in FY
Appropq APpropriation Adj Encumbrance Debits Credits  Remaining Balance
Actuals | [ | [ T
Work In Progress s | ! | [ [ e
/\ ' -
7 \

Method "N", no appropriation adjustment

_

The rollover for this PO created an encumbrance in the account for the next fiscal year.

= f

After Rollover I

Actuals |

Work In Progress \

Accos\ /alance Inquiry - Period Breakdown Type Expenditure
Sub Type Posting
Status Active
A L \ Description Fund Status QActive
EB10-000-2430-405—05—00—54 160}\ CLASSROOM SUPPLIES - STALL BROOK Last Trxin FY 01-Jul-
= : 1
Appr AppfOpFlﬂthl’l Ad] Encumbrance Debits Credits Remaining Balance
l 323295 .04 | | -3395.04 | 1 Txn History
' pommn? | | 2 In Proces
[ -3395.04 A

e
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Posting Reports

Post Roliovers

Liquidation
activity affects
the “old” FY -
dated the last
day in the old FY

3181-POROLPOSTLIQ.REP
Town of Admins
PO Rollover Liquidation List

"Old" Fisca

Page 1

\
“Old" Fiscal Year i

Ligquidation Date:
GL Batch #:

30-Jun;‘20##
889578

PO#: 230003

Liquidation Date: 30-Jun-

Liquidation Notes:

*** Total $ Liquidated #***

i

|

|

|

LilPO Date: 02-Junlcription | GL Batch #: 88957877 |
T U ERPP R | s |
gk Proposal for the flashing repa i

1 1000-301-0000-000-00-00-52085 SCHOCL PRIOR YEAR EXPENSES 2375.00]
|

Encumbrance Relief

3182 - POROLPOSTPST . REP

anson7as New" Fiscal Year

ar. Batch #
01 Jul zo##

000 00 00 38200

0-000-0000-000-00-00-38200
000-000-0000-000-00-00-29200
1000-301-0000-000-00-00-52085

230006
20.ff# 1000 000 VD00 00O 00 0O 38200
20.## 1000-000-0000-000-00-00-39200
20.4## 1000-201-0000-000-00-00-52085

PO# : 230007
Zutt UU-UUU-UUUU-UUU-UU-UU-3820U
20%# 000-000-0000-000-00-00-39200

2044 1000-301-0000-000-00-00-52085

PO# : 230006

20 ## 1000-000-0000-000-00-00-38200
20.## 1000-000-0000-000-00-00-39200
20.## 1000-301-0000-000-00-00-52085

PO# : 230007

20## 1000-000-0000-000-00-00-38200
20## 1000-000-0000-000-00-00-39200
2044 1000-301-0000-000-00-00-52085

Total posted in Batch 8895788

Posted :

page 1
Town of Admins
PO Rollover Posting List

"Old" Fiscal Year
0z Jun 20##* &

Description

CRAT
CUMBRANCE, GENERAL FUND
SCHOOL PRIOR YEAR EXPENSES

FUND

120.27

RES FOR HENCUMB, GHNERAL FUND
ENCUMBRANCE, GENERAL FUND
SCHOOL PRIOR YEAR EXPENSES

629.98

RES FOR ENCUMB, GENERAL IFUND
ENCUMBRANCE, GENERAL FUND
SCHOOL PRIOR YEAR EXPENSES

KES FUK ENCUME, GHENEKAL FUNU
ENCUMBRANCE, GENERAL FUND
SCHOOL PRIOR YEAR EXPENSES

629.98
629.98

RES FOR ENCUMB, GENERAL FUND
ENCUMBRANCE, GENERAL FUND
SCHOOL PRIOR YEAR EXPENSES

870.45
870.45
870.45

870.45

RES FOR ENCUMB, GENERAL FUND
ENCUMBRANCE, GENERAL FUND
SCHOOL PRIOR YEAR EXPENSES

8,480.00

Total for Fund :

e
ADMINS
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Attachment Step Run Overnight

Post Rollovers

== [AUC] 20-Email Distribution Lists

Email Distribution Lists

Goto...
Sl _ Distribution Code| FUPULBST I FU Rollover Form Attachments System Default Distribution List
User Name Full Name Email Address Status A
MUPDEV4 Mupdevd [Antheal support@adnins ,com FActive
A THERESA Theresa therezalBadmins ,com Fctive
i WENDY kendy Tarantola Hendyladnins .com Active
2 Remove Email

h Message Help

]ﬂ[ - B Y- < S — &2 Mark Unread Dav FU - F‘_" - O Find L O\ Zoo,r./l
Th e PO RO L B ST d IStrI b Utlo n [PLUTO-AUC] Create PO Rollover Attachments b
° ° ° ) 2eply 4
list users will be sent a notice RSN, S =4
th at the attac h ment Ste p IS Start your reply i\\v.»..rh: rm.w-,:o..i .<orm:\etj:1t)m. Just gjnm:. ‘ i Feezmm E '{i
The following Batches have completed the Attachment of PO Rollover Forms :
complete. .
PO Rollover Batch 000026 has been completed &
PO Rollover Batch 000027 has been completed 4;
See SY-150 Email Distribution Lists _ -
and the Video N £
Email List: [POROLBST] PO Rollover Form Attachments o
** Do not reply to this email message as it was system generated
via the ADMINS Unified Community (AUC) System ** f

IDEAS. RELATIONSHIPS. RESULTS.
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PO Rollovers 6

After Rolling
Is Complete
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PO Query — Method “N”

Purchase Orders » Queries » Details » Select PO #230004;
click on the [J Internal Notes] button

Open
PO # PO Query - Posted THERESA
Goto... | L
Vendor Code Qoo24e 01 Deliver¥a ¢ SUPERINTEWDENT "5 OFFICE
Actions MA ASSOC SCHOOL SUPTS v PO Date 01-Jul-2023 FY 2024 |i.ceero 14 A
209 BURLINGTON RD TypeCode R Regular 1 Deilvery Na _ J Internal Notes
SUITE 113 { i .-
0 Line Balances BEDFORD Drlglna1 v 21—ﬂpf‘—2023 S PDDr’?]-E'Id m”eé?} :
' MR 01730-0000 | e Rl P }L:f T%?R?i; i
I% Internal Motes for PO# 230004 *** Read Only ™ O X Expected Amt
3 tems ) ) _ Attachment (1) GO0, 00
| .FI|E Edit View Ir.15&|Tt Flcnrrnat .Help
Line Item Gty UOM Item Desc| [4|3 H Sl #l 5 EBRE ] B Ext Amount Retained Balance
T 28th Ann l i 1 1 | —J | | ‘ | —i - /00,00 BOD 00
July 12 & July 13 |Times New Roman (Westem) LJ |'IE LJ B |f| u |E§'
Feter Marano ; — 7 : —
Spit | 1000-000-0000-000-004 & - v ELTS B ECRERF" 41 :
_w&&fﬁﬁnged from *
Account was changed from p, to 2024
1000-301-0000-000-00-00-52085
to 1000-000-0000-000-00-00-52003f PO amount =
600.00 Used Rollover Method N
L J W
|F-:|r Help, press F1 :

e
ADMINS IDEAS. RELATIONSHIPS. RESULTS.
www.admins.com 3 4



Post to the General Ledger

Goto...

Showing Al

Transaction History

Actions Reference# FY Posting# User Batch#
: 2023 8887103 2887103
6 Drill Down
T Acct Bal Inguiry
8 Excel
9 Excel By Date 1 Account 2 Posting# 3 User B@_ ‘ 4 Reference# 5 Trx Date
N\
Trx Date Account Mumber Lineg, #| TrxCode Amount|Type Dizplay - Transaction Desc
01-Jul-2022 |0200-000-0000-000-00-00—28200) 1 1 POOS 422,11 ICE PO Eoll Over to Mew FY
01-Jul —2022 [(D200-000—-0000—-000—-00—00—259200 1 1 POOS 422,11 DR PO Foll Over to Hew FY
01-Jul —2022 [(D200-950-0000—-000—00—00—=70005 1 1 OO 422,11 EH PO Foll Over to Hew FY
01-Jul —2022 [(D200-950-0000—-000—00—00—70005 1 OO 422,11 |BA PO Foll Over to Hew FY
View All Purchase Orders
Vouchers
3 DeptCode 4 PODate S EntryUser 6 Vendor Name Year |DelvAdqinvAddrl Posted| InPrg Chgs|Status PO Balance
HYMA 01-Jul-2023 |[THERESA NEW HORIZON COMMUNICATIONS |2024 [HVMA [HVMA 1 Open 13634 ,06
230006  |ADM 01-Jul-2023 |[THERESA A, SIMON & SONS,. INC 2024 |10 v 10 1 [Open 212,70
530005 |ADM b1-Jul-2023 [THERESA THERAPRO INC 2024 [10 | car 1 [Open 3395.04
230004  |SUPT_OFF 01-Jul-2023 |THERESA MA ASSOC SCHOOL SUPTS 2024 [8_|2024 1 |Dpen 600,00
230002  |TECHNOLOGY 01-Jul-2023 {HERESQ MCGRAK-HILL EDUCATION, INC, |2024 |6 ‘202 4 1 |Open 18450 ,00
N 4 PODate 5054
01-Jul-2023 004
01-Jul-2023 5004
01-Jul-2023
01-Jul-2023
I 01-Jul-2023
ADMINS IDEAS. RELATIONSHIPS. RESULTS.
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Set Starting Purchase Order #

Set the starting PO number for the new fiscal year

Purchase Orders

Purchase Order Entry >

Change Orders >
AP/PO Dashboard
Liquidate Purchase Orders

Set Starting PO# for New Year

Vendors > 9 This will update the table that assigns new PO# as of now
_ \ ' with
Commodity [tems 2 the new number specified below. All POs created after YES
Bids > is clicked will start with this new sequence
s ’ Current Year PO# start with 230000
Queries > New Year PO= will start with 240000
Reports >
P Click YES to update starting PO=
Tables > Click NO to cancel and do not update starting PO#
Year-End Processing > PO Rollover Processing
Module Maintenance > & Set starting PO# for New Year
- : Yes | [ No
Interfaces/Imports ’ Change Menu Access for PO Entry/Change Orders . L}—
Site Specific >

Help Reference Library

For a “special” situation, let us know - we can assist

PO-740 Set Startinqg Purchase Order Number
m IDEAS. RELATIONSHIPS. RESULTS.
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Frequently Asked Questions

May | enter Purchase Orders for the New Fiscal Year now?
Yes! Pay attention to dates and budget override approvals

Can | do this while other users are in the system?
Yes. POs will be locked; no processing other than approvals

Can | do this before creating the chart for the New Fiscal Year?
No. The “roll to” accounts must exist.

Can | mix and match my accounting method?
Yes. Based on Control Accounts by Fund or Account where applicable.

Can a PO be “unrolled” once it is rolled forward?
No. Liquidate & Create New from Posted

Will POs in progress hold up the rollover process?

Yes and No
i=——
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Complete the Setup
New Fiscal Year Chart and Control Accounts
New accounts in Current Year Chart

Clean up Work in Progress
Post all Current Fiscal Year POs in progress
Post o/s payments & changes against your current year POs

Run a TEST of rolling all PO'’s

Run the Verify Tables and Email Open PO Listings steps to
resolve errors

Restart process to release locks on the current fiscal year POs

=]
ADMINS IDEAS. RELATIONSHIPS. RESULTS.
] www.admins.com 3 8



Questions?

e
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