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This card explains the Year-End Closing Procedure.  

The Finance Officer may opt to close a single fund, any number of funds, or all funds at once. A fund may be closed, it may 
be re-opened, and closed again as frequently as is necessary. 

Before Beginning 

First be sure to follow all the instructions to Prepare for Year-End Closing as detailed in Reference Card #11. 
 

In this example, Funds 0100, 0200, and 0300 were selected to close to fund balance, as designated in the Ledgers  
Account Maintenance  Account Elements  Fund table. 

 

 
Figure 1 Setting Funds to Close in the Maintain Elements – Fund Screen 

Close to Fund Balance 

To run the Close to Fund balance, from the menu, select: 

Ledgers  Year End Processing  Close to Fund Balance 

 
Figure 2 The Close to Fund Balance – sample shown is for a FY ending June 30, 2022 
 
There are five user-editable entries on this screen: Fiscal Year, Fund Ending Date, Validation Error Behavior, Prior Year 
Encumbrances, and the default behavior for selected funds. Once selections are made on these fields, click on “Select for 
Processing”. 
 
If there are any barriers to closing the funds to fund balance, error messages accompanied by reports listing the errors will 
be displayed. For example, an error message is displayed notifying the user that there are Open Purchase Orders that must 
be acted on prior to closing the funds. 
 

Validation Errors 
These will default to the Select to validate on one 
error at a time (First Error Listed) or show all 
errors at once (All Errors Listed). 

Prior Year Encumbrances 
If there are prior year Encumbrances to 
process, select yes to process those as well. 

Fiscal Year & Fund Ending Date 
These will default to the Fiscal 
Year and Fund ending dates 
specified in Module Control #s 1 
& 3. They can be changed. 

Default Fund Selection 
Choose the radio button for the default; 
selections can be refined on the next screen. 
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In addition to the message, a report of each open Purchase Order preventing the close will be displayed: 
 

 
Figure 3 Sample of Open POs Preventing Close to Fund Balance Report 
 

Go to Purchase Orders  Help Reference Library  Year End Processing  PO Rollover Processing for instructions 

and options on what action to take on the Open POs preventing the fund from closing. 
 
Other obstacles that will prevent a successful close are errors in the Control Account Table. In that case, a message will 
appear advising the user to check the accompanying report and take corrective action. 
 

 
 
In this case, add a Revenue Control account to the Control Table for funds 0200 and 0300 for the From and To  Fiscal Years. 
 

 
Figure 4 Sample Report – Control Table Errors preventing close 
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If there are any open Accounts Payable vouchers for the year being closed, that will also prevent closing the funds.  A report 
of Open Vouchers Found during Close to Fund Balance will be printed.  Liquidate or pay these vouchers to proceed with the 
Close to Fund Balance. 
 

 
Figure 5 Sample Report – Open Vouchers Found during Close to Fund Balance 
 
Once all errors are resolved, run the process again.  The three reports shown above will all show “No Records Selected”. 

 
 

 
 

  
 
 
The Control Accounts in Funds to be Closed report will show the control accounts and balances to be closed. This report 
was enhanced to show Debits and Credits as well as balances. 
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Figure 6 Control Accounts in Funds to be Closed Report Sample 
 

Once the reports are displayed, the Process Closeout for Funds Listed screen will appear: 

 

 
 
In the example here, only Fund 0100 was selected to Close to Fund Balance.  The detail of the transactions is shown below. 
The GL Posting Report is displayed followed by the prompt to indicate your procedure is complete. 

 

Choose Yes to roll the 
balances forward as 
part of this procedure. 
Choose No to wait 
and roll the balances 
forward after the fund 
is closed. 

Choose to Close to 
Fund Balance or Leave 
Open. Each fund in 
the list may use a 
different option. 
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Figure 7 GL Posting Report 
 

 
 
Debit & Credit Entries for Revenues and Expenditures are shown separately as of June 2022 to assist in presenting the 
information clearly. 

These 
transactions are 
reflected in the 
Transaction 
History screen 
excerpt shown 
in Figure 10. 

 
The funds closed / available for reversal are sorted by 
posting # and also display the batch number to assist the 
user in finding a specific close to fund balance transaction. 
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Figure 9 – DR & CR for Revenue and Expenditures are reported with dollar amounts for each 

Verify Close 

To see the results of closing, select Ledgers  Queries  Transaction History. 

 
Select FY 2013 , # 0100-000-0000-000-00-00-35900, Undesignated Fund Balance. 
 
The screen shows the most recent activity at the top, with two GL20 Transactions showing the Debit and Credit amounts to 
Close to Fund Balance. 

 

Figure 10 Transaction History Screen 
 

 Figure 8 Before June 2022, the Revenue & Expenditure balances were comingled 
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The next time the procedure is run, the Close to Fund Balance screen will display a note that the 0100 fund has already 
been closed and will show the date and by whom it was closed; it will not be available to close. 
 

 
 

Frequently Asked Questions 

Q. I closed a fund but now need to make changes to the prior fiscal year – what do I do? 

A. Reverse the close by selecting Ledgers  Year End Processing Reverse Close to Fund Balance. Select from the 

option of reversing the roll forward (if balances were rolled forward at time of close); select to re-open the fund. Once 
changes are made, repeat the closing process. For details on Reversing the Close to Fund Balance, from the menu, go to:  

Ledgers  Help Reference Library  Fiscal Year End  GL–750 Reverse Year End Close. 

 

Q. All the transactions for the new Fiscal Year have the same date – how do I know which is the most recent? 

A. The Posting Control numbers are sequential; for the most recent post, select the highest Posting Control number. 

 


