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NEW FISCAL YEAR SET UP CHECKLIST

These are the procedures needed to end one fiscal year and begin another.  The fiscal year for most school districts runs from July 1 through June 30, as opposed to the calendar year, which runs from January 1 through December 31.

· Because of the critical nature of this process, review this list thoroughly before proceeding to run any of the programs described here.

Consider forming a review team made up of members from each area affected by the year-end closing process, including administration, purchasing, accounts payable, receiving, and payroll.  This review team can discuss the process so all parties have input and understand the desired outcome.  Since this process happens only once a year, a written plan detailing the responsibilities for all parties and a timeline for completion is an essential foundation for ensuring a successful transition of information into the next school year.

Verify there are no other users in FMS when beginning these steps.

The following checklist provides an overview of the procedures needed and the order in which they are to be run.

	STEP
	TASK
	DATE
	ASSIGNED TO

	1.
	Back up the FMSFILES Library
	
	

	
	Use the library saving procedures in the ACS to make a backup of the data in the library FMSFILES, or use the SAVLIB command.

	2.
	Update Work Areas
	
	

	
	Use ACS.250 – Maintain Work Areas to add the new fiscal year.  Adding a new year to the work areas enables users to access annual files for the next fiscal year.  This step may need to be done by a Security Officer or System Administrator.

	3.
	Update User Assignments
	
	

	
	User assignments control the users' access to data.  An assignment defines a work area, a fiscal year, an initial menu or menu item, and a default output queue.  Use ACS.270 to update each user assignment for the new year.

OR

Use ACS.550 – Duplicate User Assignments to update user assignments for all users who have access to a particular work area.  This program duplicates the existing user assignment, but changes the fiscal year for the assignment to the new fiscal year.  This step may need to be done by a Security Officer or System Administrator.




In the Current Year do the following:


Mark G/L accounts GNL.601 that you DO wish to restrict in the new fiscal year.

Make print screens of users who have account code restrictions in GNL.110, CDS.100, GNL.201, and ACP.210.  Use GNL.500 to get a listing of GNL.110 by User ID.

If FAS or WHS is loaded or being used, set up client members for those system files using FAS.000 and INV.000 before FMS.000 is begun.

Be sure to be in the New Fiscal Year for the following:

	STEP
	TASK
	DATE
	ASSIGNED TO

	1.
	Set Up Client Members for FMS System Files
	
	

	
	Use FMS.000 in the new fiscal year to create new file members.  This program can be run any time before the start of the new fiscal year.  This step is usually performed prior to the start of the year when the district starts the budget development process for the new year.

	2.
	Define the General Financial Management Options
	
	

	
	Use GNL.100 to edit the financial management options at the beginning of each fiscal year.  The previous year's definition will default.

	3.
	Define the Account Code Format
	
	

	
	The account code format must be added for the new fiscal year.  Use GNL.101 to do this.  Last year's format will be defaulted on this screen.

	4.
	Copy the Prior Year's Accounts to the New Year
	
	

	
	Use FIN.010 to copy forward the information in the following files:

· Single account code elements (PGNL202)

· Account number elements (PGNL203)

· Account code element restrictions (only the header information; PGNL110)

· Report writer formats and groups

· Builds the cross reference work file (PGNL103W)

If the account code format has changed, the report writer formats and groups will need to be updated after the new year's setup is complete.

The program will check to see that both the current year and the prior year account format records exist.  The program also checks whether any records exist in any of the journal files (PGNL502, PGNL503, PGNL504, PGNL512, PGNL513, PGNL514, PGNL602, PGNL603, and PGNL604) in the current year.  If the program finds any records in the journal files, the program will end.


	STEP
	TASK
	DATE
	ASSIGNED TO

	4. 

con’t.
	· If the new fiscal year's account code format has been changed, any account codes containing question mark logic in GNL.110 - Account Code Element Restrictions will not be copied to the new fiscal year and will need to be entered in GNL.110 in the new fiscal year.

Program FIN.010 can be run as many times as needed.

· Please note that if this program is run more than once, the system will update the PGNL103W file with additions only instead of rebuilding it.

Any elements that have been deleted in the new year using GNL.202 or GNL.203 will be restored.  Any elements that have been added and any changes made to existing elements using GNL.202 or GNL.203 will be left intact.

Any changes made to existing account code element restrictions using GNL.110 will be overwritten.

	5.
	Revise Account Code Elements and Number as Needed (Optional)
	
	

	
	Use GNL.202 – Define Single Account Code Elements or GNL.203 - Define Account Code Numbers to add any new element values, change any existing values, or delete any old ones.  Make sure the account elements do not contain asterisks.

This step needs to be performed before the cross-reference file builder.

	6
	Run a Test of Financial Setup Status
	
	

	
	GNL.901S needs to be run before the system will allow entering transactions in the New Fiscal Year.  The program runs interactively and verifies the following files for accuracy: 

1.  Journal titles                                 (GNL.206)

2.  Purchase order defaults                (PUR.101)

3.  Account Restrictions Header       (GNL.110)

This program automatically generates a 1-page status report summarizing the information verified and noting any errors detected.

If no errors were detected, the report prints a reminder to open the chart of accounts allowing transaction entry.  Use program GNL.100 - General Financial Management Options to verify or change Option A:  Open for access to chart of accounts? to Y.  This option must be set to Y before any transaction activity (PO's, invoices, etc.) can be processed.

· If the system detects errors, the necessary corrections must be made and this program will need to be run again until no errors are noted.



	STEP
	TASK
	DATE
	ASSIGNED TO

	7.
	Run the Cross Reference File Builder
	
	

	
	Run GNL.103 as part of the new year setup, even if the account code structure has not changed from the prior year.

If there are prior years on the system and transactions have not been entered in the new fiscal year, answer the three questions listed below as indicated to post the cross reference file and any changes to the general ledger.

Do you wish to only build the Cross Reference File? …….    N     (Y/N)

Do you wish to print an edit listing? ………………………    Y     (Y/N)

Do you wish to post changes to G/L? ……………………..    Y     (Y/N)

Deciding Whether to Build or Post
This program enables the cross-reference file (PGNL103) to be built without affecting any other accounts or files in the current year.  The reasons for using this option are discussed below:

IF:          Transactions have begun to be entered in the current year,

THEN:   The accounts cross reference file will need to be built and maintained for 

                then Current and prior years on the system.  Before building the PGNL103 

                file, print the prior year's chart of accounts using GNL.R010 - Print Chart 

                of Accounts.

IF:          Transactions have not yet been entered in the current year,

THEN:   Follow the year-end processing steps described in this document and post

                the Changes to the General Ledger (PGNL601).  For prior years on the 

                system, it will be necessary to build and maintain the accounts cross-

               reference file.  Before building the PGNL103 file, print the prior year's

               chart of accounts using GNL.R010 - Print Chart of Accounts.

· Review the following edit listings and make any necessary corrections:

· GNL.821 - Carry Forward Bank Accounts

· GNL.822 - Carry Forward Account Restriction Detail Records

· GNL.823 - Carry Forward Account Keywords

· GNL.824 - Carry Forward Control Account Detail Lines

· For an element to be used in any account string in this program, it must exist in either GNL.202 or GNL.203 (whichever is appropriate).

The cross reference file (PGNL103) must exist for every year that will be used to generate reports with the report writer programs, except the first available year on the system.  Check the cross reference file to be sure it exists for a particular year.  

Use the query application to list the contents of the PGNL103 file for the year in question. If this file is empty or only contains one record, sign onto that fiscal year and build the cross reference file.



	7.

con’t.
	The build or post option in GNL.103 must be used before running any of the following programs:

· BUD.420 – Copy Previous Year Ending Budget Amounts

· PUR.810 – Carry Forward Single POs from Prior Year

· PUR.814 – Carry Forward All Open POs from Prior Year

·    ACP.810 – Carry Forward Invoices from Prior Year
·    GNL.810 – Carry Forward Balance Sheet Balances
   Mapping Rules

GNL.103 uses the following mapping rules when it builds the cross reference work file:

· The program will only map element names that are the same between fiscal year GNL.101 records.  For example:

If the prior year layout was FUND.UNIT.COURSE.OBJECT, and the current year's layout is FUND.OBJECT.COURSE.UNIT, the program maps the fields appropriately as long as the element length and type are consistent.

· If any elements cannot be mapped, the elements are filled with asterisks (*). 

For example:

         Prior Year                  FUND.UNIT.COURSE.OBJECT                        100.00.000.5000

         Current Year              FUND.LOCATION.COURSE.OBJECT             100.**.000.5000

Switch Settings

Default Zeros in New Numeric Elements in Account String?  (Y/N)


This can be accessed in ACS.310.

The program can only map the following account element types:  A (alphabetic) to blank (any characters); A (alphabetic) to A (alphabetic), Blank (any characters) to blank and N (numeric only) to N. 

· The program does not map any elements from the prior year if the length has decreased.  For example, if the layout length for FUND in the prior year was 3 and in the new year is 2, the element will contain ** in the current year's FUND position.
· The program maps elements from the prior year if the length has increased or remained the same, as long as the data in the prior year's element is allowed in the current year.

· Before an element can be used in any account string in this program, it must exist in either GNL.202 or GNL.203 (whichever is appropriate).




	STEP
	TASK
	DATE
	ASSIGNED TO

	8.
	Run FI.110 Carry Forward FID Files Into New Year
	
	

	
	Use this program to copy previous fiscal year annual files into the New Fiscal Year. These files may include FI303 FID Control File, FI100 Michigan Chart of Accounts, FI202 Crosswalk Elements and FI315 Split Out Accounts. 

**VERIFY YOU ARE IN THE NEW YEAR.**


	9.
	Enter the Beginning Budget Account Balances
	
	

	
	Use GNL.601 to enter the beginning general ledger budget balances in the New Fiscal Year.  Use this program also to create new account codes for the new year or to delete account codes no longer in use.

OR

Use the Budget Development System to prepare the budget for the new year.  Once the budget has been adopted, these amounts become the beginning account budget balances.

	10.
	Enter the Control Account Balances
	
	

	
	Use GLB.601 to enter the beginning general ledger control account budget balances for the new year.  Also, USE this program to create new control accounts for the new year.  If control account budgeting is not used, skip this step.

OR

Use the Budget Development System to prepare the budget for control accounts.  Once the budget has been adopted, those amounts become the beginning control account budget balances.

	11.
	Review the Control Documents for the New Year
	
	

	
	Use MGR.501 to review the control documents in the new year.  Control documents are stored in a non-annual file.  This means that the same control document can be used from one fiscal year to the next.  New control documents may need to be added or existing control documents updated for the new year.

· Update an existing control document only when finished using the numbers in the previous year.  If purchase orders will be processed in the prior year as well as the new year, a new control document needs to be created reflecting the new range of numbers for the New Fiscal Year.  
                For example, add control document PO06 for fiscal year 2006.

	12.
	Define Account Code Element Restrictions
	
	

	
	Use GNL.110 to build the approval lists for any purchase orders that have been carried forward.


	STEP
	TASK
	DATE
	ASSIGNED TO

	13.
	Review the Invoice Batch Edit Options

( Verify you are in the New Fiscal Year! )
	
	

	
	Use ACP.210 to review or change the invoice batch edit options in the new year for the system to acknowledge their existence when editing invoices in the new year.

	14.
	Print Copies of the Prior Year's Information

(Be sure to be in the old Fiscal Year!)
	
	

	
	If purchase orders will be carried forward into the new year, print PUR.510 Open Purchase Order Status Report in the Prior year.  This report will assist in identifying purchase orders, which require closing in the prior year and which purchase orders are to be forwarded and encumbered in the new fiscal year.  Use GNL.540 - Outstanding Encumbrance Listing to verify that encumbrances match open purchase orders.

If invoices will be carried forward into the new year, use ACP.510 to print an Accounts Payable Sub-Ledger Report in the prior year.  This report will help determine invoices which will not be paid by the end of the year, and which will need to be carried forward into the new year to be paid.

If account codes will be changed in the new year, use GNL.500 to print the prior year's account code restrictions/authorizations to assist in redefining the user restrictions/authorizations for the new year.

	     15. (a) 
	Carry Forward Single PO from the Prior Year
	
	

	
	Use PUR.810 to carry forward purchase orders left open in the previous year, one purchase order at a time.  The Encumbrance keyword may be changed as well as the expense account to be encumbered in the new fiscal year.

This program has a switch setting that determines whether or not the system liquidates the outstanding encumbrance in the previous year.  Use program ACS.310 - Maintain Menu Item Definitions to change the switch if necessary.

Switch Settings

Leave prior year's encumbrances intact?    Default = N
       This switch determines whether the system should liquidate the outstanding  

        encumbrances in the previous year.

Prompt for encumbrance keyword?    Default = N
This switch tells the system to automatically post offsetting entries to the encumbrance keyword ENCUMBRANCE_PY.  Enter Y to allow a different encumbrance keyword to be referenced for posting.

If the account code format changed from the prior year, this program will default the expense account code(s) and the encumbrance keyword in the new format.  These codes may be changed if necessary.


	STEP
	TASK
	DATE
	ASSIGNED TO

	     15. (b) 


	OR 

Carry Forward All Open POs  From the Prior Year
	
	

	
	Use PUR.815 to carry forward all POs left open in the previous year into the new year.  This program is useful when the purchase order's account code information stays the same as the previous year and if the account code format has not changed from the previous year.

All POs carried forward will be encumbered in the new fiscal year.  The prompt screen will allow changing of the Encumbrance Keyword.

This program has a switch setting that determines whether or not the system liquidates the outstanding encumbrance in the previous year.  Use program ACS.310 - Maintain Menu Item Definitions to change the switch if necessary.

Switch Settings

Leave prior year's encumbrances intact?   Default = N.

This switch determines whether the system should liquidate the outstanding encumbrances in the previous year.

Prompt for encumbrance Keyword?    Default = N
This switch tells the system to automatically post offsetting entries to the encumbrance keyword ENCUMBRANCE_PY.  Enter Y to allow a different encumbrance keyword to be referenced for posting.

Blanket purchase orders are normally specific to a particular fiscal year.  Therefore, blanket purchase orders should not be carried forward into the New Fiscal Year.  If all open purchase orders are being carried forward, close all blanket POs in the prior year before running this program.



	16.
	Carry Invoices Forward from the Prior Year
	
	

	
	Invoices can be carried forward into the new year individually or with a range of vendors.  This procedure eliminates the need to re-enter those invoices in the new fiscal year.  Once the invoices have been carried forward, they may be paid along with any other current invoices.

Use ACP.810 to carry forward individual posted invoices from the prior year that have not been paid. 

Use ACP.815 to carry forward a range of vendors.

Since the accounting entries are posted in the previous fiscal year, the system does not carry entries forward to the new year.  The liability will be updated when the balance sheet (step 17) is carried forward.




	STEP
	TASK
	DATE
	ASSIGNED TO

	17.
	Carry Forward Balance Sheet Balances
	
	

	
	Use GNL.810 to carry forward balance sheet account balances from the prior year.  Balance sheet accounts are defined in program GNL.203 - Define Account Code Numbers as financial statement classification types 0-6.

0 - Current Asset

1 - Fixed Asset

2 - Other Asset

3 - Current Liability

4 - Long-term Debt

5 - Other Liability

6 - Capital or Fund Balance

A range of funds or all fund balance sheet account balances can be selected to carry forward.

The system uses the keyword FUND_BALANCE to make automatic entries to calculate and update the fund balance account for the New Fiscal Year.  The system calculates the difference between the revenue accounts and the expense accounts for each fund to update the fund balance in the New Fiscal Year for any range of funds specified. This program also prints a report listing all balance sheet accounts, their transferred balances and any updates to the fund balance.

· To automatically update the fund balance account in the New Fiscal Year, verify a fund balance account code string was created for each fund in program GNL.601 - Beginning Account Balance Maintenance

· Once the balance sheet balances have been brought forward into the New Fiscal Year, make any necessary changes to these balances using program GNL.601 - Beginning Account Balance Maintenance.

· This program may be run more than once.  However, if any balance sheet balances were entered manually or by using the Budget Development System and this program is run after the adjustments, all balance sheet beginning balances will be replaced.



	18.
	Clear Bank Reconciliation Flags
	
	

	
	Use CDS.670R to reset the bank reconciliation flags to N – No for the “Bank Tapes Loaded” and the “Checks Reconciled” fields for each month.

This must be done in order to load the bank files for the New Fiscal Year.
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