PO Rollovers

FY22 to FY23 Please MUTE your phone
after joining the
https://meet.goto.com/804067405 conference call.
Phone: +1 (312) 757-3121 Thanks!

Access Code: 804-067-405
One-touch: tel:+13127573121,,804067405#

Wednesday, June 1r 2022 PO Rollover Processing
Description
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Restart Process
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FY22 to FY23 Please MUTE your phone
dafter joining the
https://meet.goto.com/804067405 conference call.

Phone: +1(312) 757-3121 Thanks!

Meet Now

Access Code: 804-067-405
One-touch: tel: +13127573121,,804067405#

PO Rollover Processing
Description

Wednesday, June 1, 2022 Veriy Tabes

Restart Process
. Email Open PO Listings
at 10'00 AM Select Purchase Orders for Processing
Presented by Theresa Campbell
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Mic Camera Screen

THERESA-2019 I Document its (\\THERES... & ~AB# 0z suavw B

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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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)

|
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PO Rollovers @

Prepare



Checklist of Steps

v" Create FY23 Chart / New Accounts

v Update FY23 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

ADMINS IDEAS. RELATIONSHIPS. RESULTS.
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Help Reference Library

Purchasing » Help Reference Library P Year End Processing

Purchasing Help Reference Library

Reference Card View |Send
———————= FISCAL YEAR END PROCESSIHG -——————-
|[PO-7d40 Set Starting Purchase Order Number View Email
|F‘D—?5f,'l Fiscal Year End - Checklist View Email
[PO-760 PO Rollover View | Email
|F'EI—.T.7':' Email Upen PU Listings to Departments View Email
|PD—?ED FO Rollovers — PowerPoint Overview View Email
IPD-790 Turn off fBccess to Purchase Orders View Email
———————— SYSTEM ————=——v
SY=155 External E-Mail Addresses View Email
-
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Balance Open Purchase Orders

Beginming Ending

EBalance Debits Credits Balance
< 33,867,624 .70 1l00,377,699.70 96,842 875 24 37,402,443 16
Post A Tra nsactlons (1,461,043, 58) 54,980,314.32 94 ,832,139.03 {1,312,367.63)
(Z,486,387.40) 3,777,649.98 1,569,342.18 (278,079.60)
(22,333,B67.49) .00 2,486,387 40 (24,819 954 _89)
.00 S0Z,792.91 82,469,231.599 {81,566,439.08)

.00 78,833,725.586 2,684,735,

.ao 4,055,729.58 3,777.649.

Compare Reports

hAppropriation
ropriation Adjustmant

Pemaining
Balance % Ugad

(135,274.43) 71.16
{&§,743.18) 139.29

° {400,000, 00} .00
714 ,481.00 .00
-

{214, 481_00} i i

{400,000, 00F . oo

{6,191, 00} .06

{3,927.00) a0

(43, Z0B.00) oo

1613 - Expenditure Summary
3624 - PO Balances by GL#

ADMINS IDEAS. RELATIONSHIPS. RESULTS.
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POs Charged to

Non-Expenditure Accounts (1)

Report Library by Purchase Order

Report Mame View Report Fs
———————— Other ————————

Sa00-All POs {in progress + historys Run
2171-Purchaze Order Pgzing Report Run
2211-Furchaze Orders By Vendor (1 line per PO Run
A025—pen and Closed Purchaze Order Balances Run

3917-Posted Purchasze Orders Tagged for Fixed Azsets Run
20i2-Teleted POz Run

APPOLIBPO

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

|
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POs Charged to Non-Expense
Accounts Report (2)

ClCy oI ALR
Purchase Orders Chgd to Neon -

! ADMINS

Expenditure Accounts

# ate Vendor $# Name Iype P GL# Account Amo EQC Status
19 ct-2 UZAN CULLE R STRICT 1 2 1115 SCHOOL ENCUMBRANCES-EXPEL 500.0
Sep-2 R 500 RENTAL REC I35 §900.00
Sep-2 R 500 RENTAL REC s  550.00

The report shows the:

PO number

PO date

Vendor #

Vendor Name

PO type

Issuing Department

|
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Account description
Amount

Type of account

PO Status
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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 7 Task 3%30: Change Menu Access for PO Entry/Change Orders =

Change Menu Access for PO EntryfChange Orders

Turn Menu Accessto () Grey ® Display

Lookup 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 Ordersin
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 |4 bl1D—DDD—DODD—DGD—DD—DD—EBEDD
Reserve for Encumbrance 1 10—-000—0000—-000—-00—-00—38200
Feszerve for P Encumbrance 1 1 0—000—0000—000-00—-00—-38201

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 [ R110-000-0000-000-00-00-29200
Rezerve for Encumbrance E ICI11CI—CICICI—CICIGG—CICID—CICI—CIG—EBECICI
Reserve for PY Encumbrance E. |CJ11D—DDD—GGDD—GDD—DD—DG—EBED1

PO Rollover  —— [7 [z %= —0000—000-00—00-57001

|
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Control Accounts by Fund

Maintain General Ledger Controls

CHANGE ACCOUNT#

Actions

Description Fund Status
TRASH-OPERATING OPERN

Roll POs & change some o
or all the segments in the |

Z PIoo-000-0000-000-00-00-33100 [FEVEHUE . TRASH ]
= xpenditure T [PI00-000-0000-000-00-00- 23300 [EXFEFDITURE, TRASH u
# h u " Encumbrance & [p100-000-0000-000—00—00- 39200 [ENCOMERANCE, TRASH o]
a CCO u n I n e O yea r Reserve for Encumbrance E [p100-000-0000-000-00-00-38200 [FES FOR ENCUMB. TRASH ]
Reserve for PY Encumbrance E PIO0-000-0000-000-00-00-32110 [F7E RES FOR ENCUME, TRASH ]
l? JO100—430—0000-004-00—00—52?00 ITRQSH REMOVAL
—p— S N ———— S —— —
Fund Equity |7 PT00-000-0000-000-00-00-25900 [ONDES FOND BALANCE, TRASH 0]

P s P PR it s N e S —e g P

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#

. Encumbrance [ [6470-000-0000-000-00-00-35200 ENCUMERANCE, GIFTS - SCHODL u

ROII POS a nd reta IN Reserve forEncumbrance  [5 |6470-000-0000-000-00-00-36200 RES FOR ENCUME, GIFTS - SCHOOL ]
Reserve for PY Encumbrance |6 |6470-000-0000-000-00-00-32113 F/B RES FOR PY ENCUMB, GIFTS - SCHOOL |3

|PO Roliover |?" ‘;**4—**;-***;—**;—*&—**-;**&;! —=7 PO Rollover ]

the account# used in
the prior year

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

|
ADMINS IDEAS. RELATIONSHIPS. RESULTS.
www.admins.com 13



Control Accounts by Account

General Ledger Controls by Account#

Goto...

Actions Account Description 1
Bk [1000-422-0000-004-00-00-52301 MISC SERWICES (POLICE DUTY)
1 Add Control
2 Delete Control
| Line  Account Mumber Description Summarize Postings?
3-Edit List
Cash 1 - - - - - - —-—-1 Cazh |
Rewvenue 2 - - - - - - ——Z RevenLe |
Expenditure K - - - - - - ———3 Expenditure ]
Encumbrance d - - - - - - ——d Ercumbrance |
Reserve for Encumbrance fa] - - - - - - ——=5 Reszerve for Encumbrance 1
Reserve for P Encumbrance |5 - - - - ——6£ Reserve for FY Encumbrance |
PO Fl-:-ll-:-ver 7 IlOOO S50-0000-000-00-00-50422 I1000 422 HIWAY ENCUME
Fund Equrty o El - - - - - - ——=9 Fund Equity 1
s et e A gl RN T0 ey e DA

“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.

|
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Examples — Before and After

Roll, Retain Account#

2 Detailz (13| 3 tems | 4 GL Detailz | 5 Status History | B Wouchers
Line tem Oty UOM Hem Description FA Price
|1 Contracted Cleaning Services for the 140531, 000

2nd Year of 3 year contract

Split I O0E4-E50-E50-0000-529Z-0000

CUSTODIAL SERWVI

Roll, Change Fund#

1

5 Status History |

G “ouchers (3]

Oty

0001 180-510-0522-5205— 0000

3 ftems | 4 GL Details |
UOM Hem Description Fh Price
Mursing Services for Town of Concord 3800, Q000
MEDICALHOSPITAL ¢

T T S T TR -
PO Rollover PO Rollover Q02
2Details (17| 3 ttems | 4GL Details | 5 Status History | & voucherdlf) | g tems | y. 4GLDetails | 5 Status History | & Vouchers (5
1ed
Line Hem Gty UOM Herff Description FA Price O UOM Item DgScription FA Price
|1 tracted Cleaning Services for the 140931.000::.' Mureghz Services for Town of Concord 3800, 0000
2nd Year of 32 ar contract
MEDICALHOSFPITAL °

Split I D0E4-E50-E50-0000-5292-0000

IDEAS. RELATIONSHIPS. RESULTS.
www.admins.com
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CUSTODIAL SERWI| 0o02— 180—510—0522—5306—000D
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How Does It Work?

FY 2022 PO Query - Posted [3 POs]
PO 123 Dept Code COLLECT COLLECTOR: I_
e PO Date O1-Jul-2022 FY 2023 ”
——| TypeCode R Regular =
PC . ) 198
Original PO 01-May-2022
Ship To Attn |
— | Ship Date Prevailing VWage
PO 201
PO 325
PO 455 POs were liquidated
Liquidate in FY 2022 in FY 2022 and do
- not roll to FY 2023

|
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Rollover Methods

Ignore The PO was brought into the

work file; ignore it for now
(I and it will be addressed later.
Liquidate Cancel the PO in FY 22 FY22 Relieve Encumbrance & Close PO

FY23: No impact

(L)
Roll, Adj Bud | Roll the PO Forward and FY22: No impact

process a Budget Adjustment | Fy23: Increase Encumbrance on “to” account
(A) against the account FY23: Increase Appropriation on “to” account#
Roll, No Adj Roll the PO Forward and FY22: No impact
Bud encumber the Funds in FY 23 FY23: Increase Encumbrance on “to” account#
(N)

LIS IDEAS. RELATIONSHIPS. RESULTS.
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PO Rollovers @

Processing

I www.admins.com 1 8



Process Flow — Steps Menu

Year-End Processing ﬁ PO Rollover Processing

Module Maintenance Set starting PO for New Year
SEEHuCEY S : Change Menu Access for PO Entry/Change Orders

PSP

PO Rollover Processing
Description
e —— \jerify Tables

Restan process —
— Emall Open po Llstlnos
——) Select Purchase Orders for Processing

|
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Verify Tables

Verify Tables

B Task 3186: Verify Tables *

Verify Tables
Hequired: FY to Roll POs From:

Run
If Printing use Duplex

Clear All Eed 18-May-2022 at 10:05:46 by THERESI‘% _ Page 1
City of RADMINS
Shows Line 7 of Ctrl by Fund Table

Lookup Cancel

2023 PO Rollover
*#% p11 Accounts Must be Expenditure Accounts **

0096 TEST COA UDF UPLOAD [ADM Active FhE R kR k- Rk kK ok ko ki ko show errs

el POs for Proc w
0098 AED TESTING FUND Active 0000-000-0000-000-00-00-00000 *** No Controcl Account for this Line *** Active 1
0100 TRASH-QPERATING Active 0100-950-0000-000-00-00-70014 TRASH ENCUMERANCE E P Active
0200 WATER-OPERATING Active 0200-550-0000-000-00-00-70006 WATER ENCUMBRANCE E B RActive
0300 SEWER-QPERATING FUND Active 0300-950-0000-000-00-00-70005 SEWER-ENCUMBRANCE E B Active
0400 STORMWATER Active 0400-950-0000-000-00-00-70012 STORMWATER ENCUMBRANCE, STORMWATER E P Active
0444 ERATE CREDITS FOR TECHNO Inactive 0000-000-0000-000-00-00-00000 *** No Contrel Account for this Line *** Active 1 5
1000 GENERAL FUND Active 1000-301-0000-000-00-00-52085 SCHOOL PRIOR YEAR EXPENSES E B Active
2000 SPECIAL REVENUE Active 2000-000-0000-000-00-00-88888 Suspense F s Active 2
2009 Inactive 2009-000-0000-000-00-00-88888 SUSPENSE F c Active 2l =
2010 SCHOOL GRANTS Active 2010-000-0000-000-00-00-88888 SUSPENSE, SCHOOL GRNTS F c Active 2
2020 SCHOOL LUNCH PROGRAM Active AAAASLALER S AL ELL LR AL AL Wildcard:Sel POs for Proc will show errs
2030 SCHOOL SECURITY 2013 GRA Active 2030-000-0000-000-00-00-88888 SUSPENSE, SCHOOL SECURITY 2013 GRNT F c Active 2
2040 SCHOOL CHOICE Active 2040-000-0000-000-00-00-88888 SUSPENSE, SCHOOL CHOICE, REC TUITION F c Ve 2
2050 CPC (E.C.CH188) Active 2050-000-0000-000-00-00-88888 SUSPENSE, CPC (E.C.CH188) F C, Active 2
2060 SPED EARLY CHILD GRANT Active habhodo bbbttt olbobadedodudil Wildcard:Sel POs for Proc wi show errs

*** Grand Total *** # of Accounts: 449

Errors:

1 - Control account missing (Hard Error)

2 - Control account must be an Expenditure Posting Account (Hard Error)
§ 3 - Control account not valid in the COA (Hard Error)

4 - Fund is Closed (Hard Error)

5 -

Fund is Inactive (Warning)

|
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Emailing Open PO Listings

| Email Open PO Listinas

B " Task 3178 Email Open PO Listings

Required: Enter Note
Optional: Enter Note
Optional: Enter Mote
Optional: Enter Note

CC message to Sender.
Print Report as:

Send Report Atachment as:

Required: FY to Roll POs From:

Email Open PO Listings

|F‘It:asr: review the purchase orders listed in the attached.

|F'ruvidt: a request for disposition to Accounting no later than June 15.

|L—Liquidate: A-FHoll Foward w} Appropriation; N-Roll Forward{No Appropriation.

|Nun—rt:5pun5t:5 will result in liquidation of the Purchase Orders on June 30[

® Yves (U No
® Summary O Detail

) Weh Browser ® Excel @

Lookup Cancel Clear All

ADMINS IDEAS. RELATIONSHIPS. RESULTS.
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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 Orders found to roll for 2021
' Check for Open Purchase orders for the year selected
Process Terminated

OK

|
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Liquidations "En-Masse”

=elect Purchase Orders for Processing

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

B Task 3174: Select Purchase Orders for Processing Pt
Select Purchase Orders for Processing

Bequired: Y to Roll POs From: 2022

Hequired: Enter Ending Date of FY from which POs are being Holled [mmddyyy] ||]53|]2|]22 |

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 Yendorif's Edit 0 values:

Optional: Enter PO Type I:I

Optional: Enter PO# Range to Select From: |1 95922 |Tu: |19595|]

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

Lookup 0] 4 Cancel Clear All

ADMINS IDEAS. RELATIONSHIPS. RESULTS.
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PO Rollover - Account # Changes

Select Purchase Orders for Processing

3188-POROLACTCHG Printed 18-May-2022 at 13:22:43 by THERESA Page &
City of RDMINS

PO Rollowver - Account Number Changes

: 0DOD07TE - 01
CTANDARD UNIFORM SERVICES

GL# Original Acc

t and Descriptiom New Account and Descript

Original Amt Rem Balance

1 testing email COC for email wvendor BOs
1 0200-450-0000-004-00-00-52100 ELECTRICITY 0200-950-0000-000-00-00-70006 WATER ENCUMBRANCE 5500.00 5500.00
| = ;T_15‘5931 yr: 001833 - 01
{ ro 19-RApr-2022 ADMINE INC
New Account and Description Original Amt Rem Balance
i 1 PROTOTYPE .1 THREU .4
| 0100-950-0000-000-00-00-70014 TRASH ENCUMBRANCE | 0100-430-0000-004-00-00-52700 TRASH REMOVAL | 200.00 oo
| 3 0100-950-0000-000-00-00-70014 TRACH ENCUMBRANCE 0100-430-0000-004-00-00-52700 TRACH REMOVAL 200.00 100.00
o E;-}l.ﬁ_— o1
I CONSTRINM
Original Account and Description New Account and Description Original Amt Rem Balance
1 1/5 inch pipes installation
1 1000-422-0000-004-00-00-54130 CONSTRUCTION MATERIAL 1000-301-0000-000-00-00-52085 SCHOOL PRIOR YEAR EXPENSES 13803.00 13664.97
2 1/2 inch pipe foundation and installation
1 1000-422-0000-004-00-00-54130 CONETRUCTION MATERIAL 1000-301-0000-000-00-00-52085 SCHOOL PRIOR YEAR EXPENSEES 138032.00 13403.00
.,._i 3 dig trenches for pipe laying
1000-422-0000-004-00-00-53400 CONTRACTED CONSTRUCTION | 1000-950-0000-000-00-00-50422 1000 422 HIWAY ENCUMB %0 7097-°

|
ADMINS IDEAS. RELATIONSHIPS. RESULTS.
I www.admins.com

24



Edit Workfile Screen

I | Edit Workfile

Edit Workfile 7 Methog =
o |-lgnore
oo New PO Date 01-Jul-202% A-Roll, Adj Bud
o L-Liquidate
l l ‘ 1-Edit List 8-Step Menu l M-Roll, Mo Adj Bud
2 PO#V 3 DepiCode PO Date 4 Vendor Name & Expand/Collapse Remaining 5 B Chg All ~
0000-000—-0000—000—00-00-00000 o1 OA OL ON
195946 [ELOMMT FO—Jarn-2022 [PETRUCCT COMSTRUCTION IHC 1000-301-0000-000-00-00-52085 BRO0,00 @1 (A (L (N
195982 [DPH B3 —Mau-2022 [STANBURY UMIFORMS D096—490-0000-00d—00—00-5d220 ZR0.00 j@1 (A (L (N
195983 [CRPCD FZ—May-2022 [PAMERA, LLC 0200-950-0000-000—-00—-00—7 0005 427,11 j®1 (A (L (N
view | [ 195984 [MIDOLE 23 —Mau—2022 [AMAZON CAPITAL SERVICES 0 085 71,99 [®1 (A (L N
Original Account Number for this Line
I 1000-300-4230-619-09-00-54051
/|
These account numbers show what accounts will be rolled

into; hover text will show the original account

|
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Edit Workfile — Choose Methods

I Edit Workfile

Method *****

. I-lgnore
i Edit Workfile A-Roll, Adj Bud
Hew PO Date L-Liquidate
(RETETE 1-Edit List B-Step Menu N-Roll, No Adj Bud
ZPO#V 3 DeptCode PO Date 4 Vendor Name
196022
1955923 &4619.20 [ @A OL ON
195926) Apply Rollover Method to All POs rOn-00-51800 200,00 01 OA ®@L ON
195932 FOO-00-52085 000,00 01 Oa OL @N
Required: Enter Rollover Method
— B PO Rollover Methods *
I Method Description Status Tof :
E— Foll Forwsrd — Adjust Budset A al L
| Lookup 0K Cancel Clear All i Egzzirsate E |
—‘.‘\ H Roll Forward — Mo Budget Adjustment A :
\ -
-\h_ v L
--.-\* —
Find Search| Cancel Help Eof ||
| | v
2 PO#W 3 DeptCode FO Date 4 Vendor Name & Expand/Collapse Remaining 5 6 Chog Al A
HIGHSCHOOL — |20-May-2022 [SCHOOL FURMISHIMGS IHC b6 (@1 A OL ON
195522 (DPW FE—May-20Z22 [STAMBURY UMIFORMS O0SE—d0-0000-00d-00-00-54220 380,00 1 (OA OL eN
195923 [CRPCD [ 3-May-2022 |PAMERA. LLC O200—-950-0000-000—-00-00—F000E 422,11 1 @A (OL (O
195524 (MIDDLE CE-May-2022 [AMAZOM CAPITAL SERVICES 1000301 - 0000-000-00-00-52085 171,99 {1 Oa @®L ON
AL MING  IDEAS. RELATIONSHIPS. RESULTS.
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Choosing option “

or Ignore

I Edit Workfile

I PO# 195946 Method "I"

Account Balance Inquiry Tyee Expenditure

= Sub Type Posting

Status fetive

FY  Account Number Description Fund Status  fictive
[1000-422-0000-004-00-00-54130 CONSTRUCTION MATERTAL Last Trxin FY 06-May-2022

Adi Debits Credits  Remaining Balance
Actuals [ 25000.00 [ 30000.00 [ 3eee7.97 | 1038.03 | I 17294,00 | 1 Txn History
—

oo v ) s S PO #195946 IS |gno.red & will
be available to roll in the
future

SubType  Posting
status fctive

Fund Status  Active
LastTrx in FY 05-May-2022

| PO# 195946 Method "I" |

Account Balance Inquiry

FY  Account Number Description
FREE [1000-425-0000-004-00-00-54130 COMSTRUCTION MATERTAL

Ad Debits. Credits Remaining Balance
Actuals 25000.,00 30000,00 36667 .97 | 103803 | [ 17294.00 | 1 Txn History
Work In Progress [ | [~ 6&=:te.43] | [ 62316,43 | zmeProcess
). -45022,43 | 3-SumAccts

1 After - in FY 2022 } |

This is the original PO Account # L

PO #195946 Method "I" P‘
Account Bal Guiry Type Expendi ture
Goto Sub Type Posting
Status Active
FY  Account Number ¢ 4 Description Fund Status  Active
000-422-0000-004-00-00-54130 CONSTRUCTION MATERTAL LastTrxin FY

Adj Debis Credis  Remaining Balance
Actuals [ [ [ [ [ [
Work In Progress | [ [ [ I |

No effect on General Ledger o NoActiity inthe Newvear ]

Actions.

[ PO# 195946 Method "I" [

L e |
A This is the Rollover account specified
oot in the Control Account Table
| e FY Account Number TSRS —TEE T E
o 0 SCHOOL PRIOR YEAR EWPENSES LastTrxin Y 30-Jun-2022
Bozs
‘Appropriation Appropriation Adj Encumbrance Debits. Credits  Remaining Balance
Actuals CEEREET 68 2644129 69 | 100824,07 | 2369,28 [ —-90514,80 | 1 Txn History
Work In Progress | [ Ii [ 42680475 | 43898066 | 10360,17 | —1815,74 | 2In Process
-92330.54 S cets

1 After - No Activity in FY 2023 j—

|
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Liquidations — (Option “L”

Edit Workfile

[ FY2022 PO # 195984 Method "L" Before Roll r

Goto

Account Balance Inquiry

Actions ‘

Relieves the

Account Humber

Description

[1000-300-4230-613-09-00-54081

FURNITURE/MOM IMSTRUCITOMAL EQUIP - D

Type Expenditure
Sub Type Posting
Status Active

Fund Status  Active

Last Trxin FY 23-May-2022

encumbrance in 2022

Appropriation

Appropriation 4

Actuals | |

Work In Progress | |

4 FY2022 PO # 195984 Method "L" After Roll l

Goto..

Account Balance Inquiry

FY

Account Number

Description

[1000-300-4230-619-09-00-54081

Appropriation Appropriation 4
Actuals | [
Work In Progress | [
PO # 195984 - Method "L" Account Before Roll in FY2023 r-‘
Type Expenditure
i Sub Type Posting
Goto Account Balance Inquiry b Fostin
) FY  Account Number Description Fund Status  Active
Actions

[1000-350-0000-000-00-00-50422 1000 422 HIWAY EMCUMB

LastTrxin FY (1-Jul-2022

Appropriation Appropriation Adj Encumbrance Debits Credits  Remaining Balance
Actuals | [ 5540,00 | 16937,31 | T [ ~7097,31 |1 Txn History
Work In Progress | [ [ | | [ 2P
[—p=r
No impact to the i
PO # 195984 - Method "L" Account After Roll in FY2023 |0 1
- new fiscal year
| Account Balance Inquiry for Liquidated
Goto.
i FY  Account Number Description POS
| ons [1000-950-0000-000-00-00-50422 1000 422 HIKAY ENCLMB
Appropriation Appropriation Adj Encumbrance Debits Credits  Remaining Balance
Actuals | [ 584000 | 1693731 | [ I —7037.31 | 17Txn History
Work In Progress | [ [ [ I [ 2 s
709731
|
ADMING  |DEAS. RELATIONSHIPS. RESULTS.
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ﬂ

FURNITURE/HON IMSTRUCITOMAL EQUIF - D

Encumbrance Debits Credits  Remaining Balance
[ [ -171,99

171.99 [ I
-171,59
-

w

Ful

The "old" fiscal
year account
shows the
encumbrance is
relieved for
Liquidated POs

Encumbrance Debis Credts

Remaining Balance

—

1 Txn History

No impact on 2023

accounts
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Impact of Option “A”

I Edit Workfile

Before Rollover | PO # 195938 FY2022 Before Roll with Method "A" fL

Type Expenditure

FY 2022 account includes $39.90 " [P Accountumber e .

Description Active

Act e —— = ——— - — —
e '-2022 [000-422-0000-004-00-00-54050 SUPPLIES Last Trin FY  53-May-2002
.
in Encumbrance balance Encumbrance
Appropriation ion Adj Debits Credits  Remaining Balance
Actuals | 1,00 | | 996.63 [ [ —-995 63 1 Txn History.

Work In Progress | [ | [ [ ess

-995,63 | 3-SumAccls

FY 2023 shows no balances in |

PO # 195938 FY2023 Before Roll with Method "A" }

. . . Type Expenciture
Appropriation Adj & Account Balance Inguiy
us Active
- FY  Account Number Description Fund Status  Active
E n c u m b ra n ce CO I u m n S ons [1000-422-0000-004-00-00-54090 OFFICE SUPPLIES Last Trxin FY
Encumbrance
Appropriation ion Adi Debits Credits  Remaining Balance

Actuals | \ [ I ‘ e
Work In Progress | [ | [ I T

3-SumAcct:

After Rollover [ PO # 195938 FY2022 After Roll with Method "A" ]_

Account Balance Inquiry o tyme ,E;ZT::.WE
s Goto. Status ﬁ:LiVe=
N 0 I m pa Ct 0 n FY202 2 Actions ‘ zz ?:5:2;:;;32{004700700754090 2::::.;:? i::f'lsrl:::i\’ 2;5:1;:72022
; Appropria_“APpropriation Adj Encumbrance Debits Credts  Remaining Balance
| Actuals | | 996.63 : : 395,63 | 1Txn History
. . . Work In Progress [ ]
FY2023 Appropriation Adj & | ssesn
| PO # 195938 FY2023 After Roll with Method A" E s e e T
Encumbrance columns show | " _ =~
ccount Balance Inquiry ve Expenditure

[1000-422-0000-004=00-00~54090 OFFICE SUPPLIES Last Trein FY 01=Jul=2022

{
| Sub Type Post.
| Goto. st o .mg
tatus Active
> | ‘ FY  Account Humber Description Fund Status  Active

Appropriation Adj Encumbrance
Appropriation Credits  Remaining Balance

| Actuals 39.90 | 329,90 | [ 1 Txn History
| | Work In Progress | [ [ | [

3-SumAccts

|
ADMINS IDEAS. RELATIONSHIPS. RESULTS.
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Impact of Option “N”

I Edit Workfile

2023 Before Roll

Account Balance Inquiry Type Expenditure
S Sub Type Posting
Status Active
o FY  Account Number Description Fund Status  Active
ons = 0159 — 4 90—-0000- 004 -00-00—54250 SAFETY EQUIPMENT Last Trx in FY
Apprepriation Appropriation Adj Encumbrance Debits Credits Remaining Balance
Actuals | [ [ | | | Tn Histo
Work In Progress | | | [ | | 2 In Process
l— 3-Sum Accts
1] 1] I.
2023 After Roll Method "N
Account Balance Inquiry Type Expenditure
S Sub Type Posting
Status Active
. FY  Account Number Description Fund Status  Active
Actions m b G — e S0 — IR0 =0 — (0= OBl 2] i
095 —490-0000-004-00-00-54 220 SAFETY EQUIFPMEMT LastTrxin FY 0Q1-Jul-2022
Appropriation Appropriatiun Adj Encumbrance ¢ Credits Remaining Balance
Actuals | | —350,00 | 1 Txn History
Work In Progress | | 350,00 | [ | 2 In Process
| | ~350,00 | A SumAces

No appropriation adjustment is made — only the encumbrance is

shown in the New Fiscal Year

|
ADMINS IDEAS. RELATIONSHIPS. RESULTS.
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Pre-Posting Verification Report

Pre - Posting Verification

The three POs are shown on the Verification Listing; the “new”
accounts are shown for the POs that were rolled.

G/L Account Numb=r Original Remaining Method
Date Type Vendor# Remit Vendor Name Department Line GL4# Item Description Amount Balance
195938 10668 01 00-54080 39.90 39.80 Fwa AQ] Appr
1950982 1 15883 01 0-54220 i50.00 350.00 Fwd Ko Adj
AN572 1 .
195983 b 27483 1 30-70006 422 .11 422.11 Fwad A4] Appr
195984 00-54081 171.99 171.99 Liguidats
"
]
ADMINS IDEAS. RELATIONSHIPS. RESULTS.
I www.admins.com

31



Posting Reports

I Post Rollovers

3181-POROLPOSTLIQ.REP Printed 24-May-2022 at 09:21:53 by THERESA Page 1
City of ADMINS

LiqUidation PO Rollover Ligquidation List

aCtIVIty affects PO#: 195984 iazon capimar sgrvicgs  Diquidation Date: 30-Jun-2022
% -~ PO Date: 23-May-2022 j==================c======- GL Batch #: 8887102
the OId FY oF; e e sl
Line GL# Account and Description Encumbrance Relief
dated the last e e
: 1 1000-300-4230-619-09-00-54081 [NSTRUC EQUIP - DIS
day In the OId FY Ligquidation Notes: 1771 .99
#x+ Total § Liquidated **+ :—L;i—é; :
3182-POROLPOSTPST.REP Printed 24-May-2022 at 09:22:00 by THERESA Page 1
city of ADMINS

PO Rollover Posting List

COL Batch # : 8387103

Trx Date: 01-Jul-2022
Credits Appr Adj
195982 7 S
- RESERVE FOR ENCUMBRANCE, STORMWATER 3150.00
0096-000-0000-000-00-00-328200 ENCUMBRANCE, STORMWATER Rollover actIVIt
0096-000-0000-000-00-00-39200 SAFETY EQUIPMENT

0096-490-0000-004-00-00-54220

i Total for Fund :

impacts the
“new” FY — dated
the first day of
the new FY

JF'J:‘xd : 0200 WATER-OPERATING

PO# : 195983 -
2023 0200-000-0000-000-00-00-38200 | RES FOR ENCOMD,
2023 0200-000-0000-000-00-00-39200 | waTer ENcoMBrANCE
2023 0200-950-0000-000-00-00-70006

Total for Fund :

Total posted in Batch 88387103

ADMINS IDEAS. RELATIONSHIPS. RESULTS.
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Attachment Step Run Overnight

Post Rollovers

E== [AUC] 20-Email Distribution Lists}
Email Distribution Lists
Goto.
Actions Distribution Code| FDF‘DLBST I PD Rollover Form Attachments System Default Distribution List
User Name Full Name Email Address Status "
MUPDEVYd Mupdevd [Antheal [support@adning ,con Active
) THERESA Theresa theresaladnins ,com Active
emlE HEMNDY Hendy Tarantola endy@acdm ins .com Active
2 Remove Email
T4 ¥

Message Help

m - B3 r‘ﬂ‘" i»] <€_3 — 'E Mark Unread EEV |:t| > FIEV - p Find 5‘,“ O\ Z(m"”
Th e PO RO L B ST d I St rl b Utl 0 n [PLUTO-AUC] Create PO Rollover Attachments
2 * & » € Reply | §
I I St u Se rS WI I I be Se nt a n Ot I C e o ?:ces:?:oft:?::r‘::‘:;mpbell: Wendy Tarantola ’;'
< Start your reply all with: | Thankyou! | completed this. Just got this. '_E." Feedback !
that the attachment step is Rt e | e
The following Batches have completed the Attachment of PO Rollover Forms :
complete. 2
PO Rollover Batch 000026 has been completed o
PO Rollover Batch 000027 has been completed ,f
P
= f
. £
Email List: [POROLBST] PO Rollover Form Attachments -
** Do not reply to this email message as it was system generated
via the ADMINS Unified Community (AUC) System ** f

w
w

ADMINS IDEAS. RELATIONSHIPS. RESULTS. 3 : : : .
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PO Rollovers @

After Rolling
Is Complete
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Look at PO Internal Notes

Purchase Orders = Queries = Details 2 Select PO #195983;
click on the [J Internal Notes] button

Open
O PO Query - Posted THERESH
Goto... .
= gy — - —— Jpetiver T
Vendor Code 030572 01 ,-L PO Date 01-Jul-2022 FY 2023 "f"’ o 14 TOWW OF ADMIMS FIMAMCE
J— PAMERA. LLC ViaE e —————— /0102 TO TOWN_OF ADMINS FINAHCE
PO BOM 504888 pe Code R Reular‘ Delive J Internal Notes
ATTH: AR D riginal PO No text availajfle PO rolled over &
0 Line Balances SAINT LOUIS on 24-Mav-2022
MO 63150-4888 Ship Date Prevailng Wage e T"H'F'R'F::QA v
Expected Amt
3 tems 4 GL Details 5 Status History 5 Vouchers 7 Changes (1} 8 Attachment (1) 422,11
Line tem Qty UOM Item Description FA Price Freight Other Ext Amount Retained Balance
— SECRETARY MEETING 5/20/21 422,1100 422,11 422,11
_ Split Q200-950-0000-000-00-00-70006 WATER EMHCUMERAMCE
O *

Internal Motes for PO# 195983 *** Read Only ***

| B
=z =] sls|u|p|[z =|=] E - - )
, 22 to 2023

SA Date changed € 23-My-2022 to 01-Jul-2022 FY changed from 2022 to

0200-450- UUUU 004 00-00-52505
to 0200-950-0000-000-00-00-70006 over PO amount = 42@0]10‘&\13&10:1)

Ln1, Col1

File Edit View Insert Format Help

D[ SR sl |

Encumbered 422,11 Liguidated Relieved Paid Balance 422,11

Retained Liquidated Relieved Paid
Lkup Text uUp

| ]
ADMINS IDEAS. RELATIONSHIPS. RESULTS.
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Post to the General Ledger

Showing Al Transaction History
Goto...
Actions Reference# FY Posting# User Batch#
: 2023 B8B87 103 2887103
& Drill Down
7 Acct Bal Inguiry
3 Excel
9 Excel By Date 1 Account 2 Posting# 3 User B& 5 Trx Date
y 4 N\
Trx Date Account Mumber Line 1* TrCode \ Amount(Type Display - Transaction Desc
01— Jul-2022 [0200-000-0000-000-00-00- 23200 1 1 POCS 422,11 [CE PO Boll Owver to Hew FY
01-Jul—-2022 [0200-000-0000-000-00-00- 35200 1 1 POOS 422,11 |DR PO Roll Ower to MHew FY
01-Jul—2022 [0200-950-0000—-000—-00-00— 700065 1 1 FOOS 422,11 [EN PO Roll Ower to Mew FY
01-Jul-2022 [N200-950-0000-000-00-00— 700065 1 1 PO 422,11 [BA PO Eoll Owver to MHew FY
View All Purchase Orders
Vouchers
3 DeptCode 4 PODate 5 EntrylUser 6 Vendor Name |‘fear DelwAdqinvAaddn Posted| InPrg Chgs|Status PO Balance
MIDOLE 23-May—-2022 [THERESA AMAZOM CAPITAL SERWICES /ﬂﬁﬂ-% 14 Clo=zed

190523 CRPCD 2a-May-2022 [THERESA FAHERA- LLC 2023 14\ 14 1 |Open 422,11
195922 DPk Za-May-2022 |THERESA STAMEURY UMIFORMS 2023 B / 5 1 |Open 250,00
195931 HIGHSCHOOL 20-May-2022 |AMTHER SCHOOL FURMISHIMGS IMC AT a2 1 COpen BB
m IDEAS. RELATIONSHIPS. RESULTS.
] www.admins.com
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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 » Set Starting PO for Mew Year
AP/PO Dashboard
Liquidate Purchase Orders .
Vendors 5 f \ This will update the table that assigns new PO# as of now with
Commodity Items N o the new number specified below. All POs created after YES
i , is clicked will start with this new sequence
ids
Contracts ’ rrent Year PO# start with 220000
1 > 2 : = =
Queries ew Year PO will start wath 230000
Reports ¥
Tables ¥ | . 2 . . i - )
Year-End Processing ¥ PO Rellover Processing C II": kY ES tou P datE sta f't"'lg p(:}ﬂ
Module Maintenance > & Set starting PO# for New Year Chck NO to cancel and do not update starting POF
Interfaces/Imports > Chanae Menu & Tor PO Entre/
ge Menu Access for ntry/Change Orders
Site Specific > C Ves jjb Mo
—

Help Reference Library

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

SRR PO-740 Set Starting Purchase Order Number
ADMINS 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
ST NS IDEAS. RELATIONSHIPS. RESULTS.
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To Do:

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

|
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Questions?

|
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