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• Multi-Year Access:
•FY0 (2018), FY1 (2019), FY2 (2020)

• How to Change Fiscal Year in QCC
• Accounts Receivable – Non-IBM
• Accounts Payable

•Payables (non-PO direct pay vouchers)
•PO Payments/Purchase Orders

• PO Rollovers
• PO Liabilities

• Account Receivable - IBM

Fiscal Year End Topics
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Multi-Year Access
In QCC
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Multi-Year Access

6

• Security Access – In accordance
with district-authorized signer.

• Three Types of Access:
• New FY2 - (until June 30)
• Prior FY1 - (until July 6, 10th PY close)
• Prior FY1 – (until Aug 30 @ 5PM)

• Complete Security Access Form
and fax to Help Desk (408.453.4357)



How to Change Fiscal Year
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Clearing FY0 Receivables
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(Estimated Receivables)
(non-IBM invoicing)

Before setting up FY1 Receivables, clear Prior Year Receivables  
(unpaid FY0 receivables) so that the object 9509 is zeroed out



Clear Prior Year Receivables
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Before setting up FY1 Receivables, clear Prior Year  
Receivables (unpaid FY0 receivables)

 Log into FY1 - Run Open Receivables Report (ARS300)  
from the Finance Job Menu (FY0 Receivables)

 Contact customers to get payments/cancel uncollectable  
receivables

 Log into FY1 – Post Receipts/Cancel/Delete ALL Unpaid  
FY0 receivables

 Log into FY1 - Run Open Receivables Report (ARS300)  
(shows unpaid FY0 receivables) until it displays “No  
Records Found”



Open Receivables Report (ARS300)
(Logged in FY1 to print outstanding FY0 receivables)
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Open Receivables Report (ARS300)
(Logged in FY1 to print outstanding FY0 receivables)
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Open Receivables Report
(Logged in FY1 to print outstanding FY0 receivables)
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Clear Prior Year FY0 Receivables
(Logged in FY1 to post receipts to resolve FY0 receivables)
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Clear Prior Year FY0 Receivables
(Logged in FY1 to post receipts to resolve FY0 receivables)
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Post Receipts to FY0 Receivables
(Logged in FY1 to post receipts to resolve FY0 receivables)
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Post Receipts to FY0 Receivables
(Logged in FY1 to post receipts to resolve FY0 receivables)
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Receivables Cancellations
(Logged in FY1 to post receipts to resolve FY0 receivables)
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To cancel or close a Receivable (ER – Estimated  Receivable 
transaction), enter a final receipt (F) with  an amount of $0.00 

for the Receivable

For any cancelled FY0 Receivables, you may need to  
determine if any additional transactions need to be  posted to 

the General Ledger, since any revenue  from the cancelled 
receivable was actually recognized in FY0, but will not be

collected.



Receivables Reconciliation
Run the Open Receivables (ARS300) report

Once for FY1 and once for FY2.
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Receivables Reconciliation
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Both reports (run for FY1 and FY2)  
should show NO open records

before setting up FY1 receivables (ER).



Setting up FY1  
Accounts Receivables
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(Estimated Receivables)
(non-IBM invoicing)



Setting Up FY1 AR Receivables
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ACTIVITY FY1 FY2

Set Up Receivables (ER) (recognize revenue in FY1) XX

Run Established FY1 Receivable (ER) Report (ARS500) XX

Receivables Payments Received XX

Request FY1 Open Receivables Report (ARS300) XX



Set up new FY1 AR Receivables
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• Totally separate from QCC Invoice/Billing Mgmt  
(IBM),which has separate FYE procedures

• Applies only to districts not using QCC IBM

• Single GL control account used between Y1 & Y2:
AR Year-End Accruals Object 9209.

 In Y1, DR 9209, CR Income/Exp
 In Y2, DR 9140, CR 9209



Procedure for AR Accruals
Identify what income is due in FY1, but will not be received  until after July 1
(FY2)

 Log into FY1 – Set up Accrual Receivables (Established  Receivable 
Transactions – ER)

 Log into FY1 – Run Receivables Report (ARS100)
 Log into FY2 – Post Receipts for FY1 Receivables
 Log into FY2 – Make Cash Deposit for Receipts
 Log into FY2 - Run Open Receivables Report (ARS300)  (shows unpaid 

FY1 receivables)
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Entering FY1 Accrual Receivables
(Logged in FY1 to add Receivables)
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Only one account code per  
ER (estimated receivable)

Entering FY1 Accrual Receivables
(Logged in FY1 to add Receivables)
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Reviewing FY1 Accrual Receivables
(Logged in FY1 to view Receivables)
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Select the Setup Receivables tab and click on  
the Search icon (binoculars)



Established Receivables Report (ARS500)
(Logged in FY1 to list all FY1 Receivables)
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Established Receivables Report (ARS500)
(Logged in FY1 to list all FY1 Receivables)
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Report shows ALL (both paid and unpaid) receivables entered in FY1

Established Receivables Report (ARS500)
(Logged in FY1 to list all FY1 Receivables)
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Posting Receipts to 
FY1 Receivables
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(Estimated Receivables)
(non-IBM invoicing)

Logged in FY2 to post Receipts to FY1 Receivables



Change Fiscal Year to FY2

31



Open Receivables Report (ARS300)
(Logged in FY2 to print outstanding FY1 receivables)

32



Open Receivables Report (ARS300)
(Logged in FY2 to print outstanding FY1 receivables)
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Report shows only UNPAID FY1 Receivables in FY2

Open Receivables Report (ARS300)
(Logged in FY2 to print outstanding FY1 receivables)
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To post receipts to FY1 Receivables, you must be logged in FY2 
since  the funds were received in FY2

Posting Receipts to FY1 Receivables
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(Logged in FY2 to post receipt to FY1 receivables)



Select Receivable to Pay
(Logged in FY2 to post receipt to FY1 receivables)
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Any prior payments display at the bottom of the screen

Add Receipt to Post
(Logged in FY2 to post receipt to FY1 receivables)
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Post Receivable Payment
(Logged in FY2 to post receipt to FY1 receivables)
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BE SURE TO POST CASH DEPOSITS FOR ALL RECEIVABLE PAYMENTS

Posted Receivable Payment
(Logged in FY2 to post receipt to FY1 receivables)
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Open Receivables Report (ARS300)
(Logged in FY2 to print outstanding FY1 receivables)
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Re-run Open Receivables Report  
to View Updated Balances

(ARS300)
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(Logged in FY2 to print outstanding FY1 receivables)



FY1 Payables
(Accruals)

(Estimated Payables)
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Clearing FY0 Payables
(Estimated Payables)

Before setting up FY1 Payables, clear Prior Year Payables (unpaid FY0  
Payables) so that the object 9509 is zeroed out
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Clear Prior Year (FY0) Payables
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 Log into FY0 (using using INQddF and change to prior year FY0  
(where dd is your district number)

Run Open Payables Report (PCL300) from the Finance Job  
Menu (FY0 Payables)

 Log into FY1 (using your own user ID)
Use Payables Payments in Accounts Payable to  
Pay/Cancel/Delete ALL Unpaid FY0 Payables

 Log into FY0 (using using INQddF and change to prior year FY0  
(where dd is your district number)

Run Open Payables Report (PCL300) for FY0 payables until it  
displays “No Records Found”



Run Open Payables Report (FY0 & FY1)
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There should be no remaining open payables in FY0 and there should be no  
open payables in FY1 until you begin the current year payable entries.



Open Payables Report
(Logged in FY0)
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Enter FY0 Payables Payment
(Logged into FY1)
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Enter FY0 Payables Payments
(Logged into FY1)
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Add FY0 Payables Payments
(Logged into FY1)
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FY0 Payables Payments
(Logged into FY1)
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Closing FY0 Year Payables
(Logged into FY1)
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Enter a payment type “C”  
to close a payable and the  
remaining encumbered  
amount will automatically  
fill in the Liquidate box.



Run Open Payables Report (FY0 & FY1)
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There should be no remaining open payables in FY0 and there should be  
no open payables in FY1 until you begin the current year payable entries.



Setting up FY1  
Accounts Payables
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(Estimated Payables)
(non-PO transactions)



Accounts Payable Year-End
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ACTIVITY FY1 FY2

Set Up Payables (EP) (recognize expense in FY1) XX

Run Established Payable Report (PCL500) XX

Payables Payments (prior year object 9509) XX

Request Open Payables Report (PCL300) XX



Set Up New Estimated Payables (FY1)
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Create FY1 Estimated Payables (FY1)
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 Log into FY1 - Run Open Payables Report (PCL300)  
(Initial Report should have NO records)

 Use Set up Payables in Accounts Payable to enter FY1  
Payables (EP transactions)

 Run Payables Financial Report (PCL500) to see ALL  
paid and unpaid FY1 Established Payables

 Run Open Payables Report (PCL300) to see only  
unpaid FY1 Payables



Set Up FY1 Estimated Payables (EP)
(Logged in FY1)
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Only one account code per EP (estimated payable)

Set Up FY1 Estimated Payables (EP)
(Logged in FY1)
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Payables Financial Report (PCL 500)
(Logged in FY1)
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Payables Financial  
Report (PCL500)  
displays ALL paid  
and unpaid payables  
entered for the  
logged in fiscal year



Entering Payments  
For FY1 Payables

(Estimated Payables)

(Logged in FY2)
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Post FY1 Payables Payments
(Logged in FY2)
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FY1 Payables Payments
(Logged in FY2)
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Payables Payment Transactions Report
(Logged in FY2)
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Payables Payment Transactions Report
(Logged in FY2)
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Run Open Payables Report
(Logged in FY1)
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Run Updated Open Payables Report
(Logged in FY1)
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Other Payables Reports
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Log into FY1 to run the  
Open Payables, Estimated  
Payables Transactions ,  
Payables History, and  
Payables Financial Report

Log into FY2 to run the  
Payables Payment  
Transaction Report for  
payments made in FY2  
posted to FY1 payables.



Year End (FY1)  
Purchase Orders

(Accruals/Rollovers)
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(District Tasks - 1)

 Run Accounts Payable Prelist
 Accept Defaults
 Check for outstanding AP payments  

(unprocessed batches)
 Resolve unprocessed AP batches
 Process the batch
 Delete transactions and batch

Clear out the “Pipeline” of AP Payables
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Reconcile open PO’s:
 Enter Partial or Final Payment
 Create Liability (L) - expensed in FY1
 Roll Forward (R) PO to FY2 - encumbered in FY2
 Close & Liquidate PO (Cancel PO‘s in POCO)
 Cancel Uncompleted Routing Requisitions
 Submit form for TDSD Mass Close Request (optional)

Year End PO Payments/
Close Purchase Orders

(District Tasks - 2)
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Year-End PO Procedures
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Step 1: Generate an Open Purchase Order Report 
for all open Purchase Orders. (PORSUB)



Year-End PO Procedures
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Step 2: Review this Report to identify how to close
all open purchase orders.



 Business as usual – make Partial/ Final PO Payments and close the orders

 Goods/Services ARE RECEIVED before July 1st, but not paid in current FY (L)

 Goods/Services NOT received before July 1st, but filled after July 1st (R)

 Goods/Services NOT received before July 1 and order will NOT be filled (Cancel)

Year-End PO Procedures
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Step 3: Analyze the Open PO’s (POR110) and 
determine the course of action:
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 Visual Flow of Year-End Closing  
PO Processes courtesy of QSS

21 3

Decision 
Paths to zero 
out all PO’s 



Decision Time
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1 Goods/Services ARE RECEIVED & billed before 
July 1st

Close PO with Partial or Final Pmts
‘Business as Usual’

2 Goods/Services NOT RECEIVED before July 1st, 
but will be filled after July 1st

Keep Order Open in Next Fiscal Year

‘ROLL PO FORWARD’  (R)

3 Goods/Services ARE received before July 1st, 
but not paid  (no Invoice received before AP Cutoff?)

Create a Liability in PO Payments (FY1) 
‘ACCRUE LIABILITY’ (L)
(Include any PO amounts to be expensed in FY1)

4 Goods/Services NOT received and order will 
NOT be filled

CANCEL the PO using POCO  or
Request TDSD do a MASS CLOSE

IF…. Then ….



Path #2:

 Goods/Services NOT received before July 1, order will 
be filled after July 1

 Carry Forward PO # and Amount to FY2
(ROLL FORWARD - Include any PO amounts to be expensed in FY2)

(PO's rolled from FY1 to FY2 cannot be rolled back to FY1)

Procedure for Rolling PO's
(R)
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(How-to Steps)



Set Up Roll PO Amount to Next FY
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Set Up Roll PO Amount to Next FY
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Select the R option 
for  Payment Type

Liquidation amount =  
encumbrance amount
you wish to rollover to FY2



Process Roll Forward of 
PO's to Next FY
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Run Test of Roll Forward 
using REPORT Mode
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(POs rolled from FY1 to FY2 cannot be rolled back to FY1)



Review "PO Roll Forward Report"
(POR510)
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 Use QCC Print Manager to review report

Make any corrections & run report again

 Run the PO Roll Forward Report in Update
mode to roll the POs from FY1 to FY2

CAUTION: (POs rolled from FY1 to FY2 cannot be rolled back to FY1)

repeat
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*** Use QCC Print Manager to save a PDF copy of the final PO  
Rollover Report on your PC.



Sync data after PO's have been 
Rolled Forward to FY2
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Before making any payments to rolled PO's in FY2,  
use the PO/Req Xyr Synchronize function to attach
requisition item data and previous payment information to  
each rolled PO.

This function can be run by single purchase order number  
or by using the PO/Req Xyr Mass Synchronization option.



Run PO/Req Xyr
Mass Synchronize (FY2)
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(How-to Steps)



Run PO/Req Xyr
Mass Synchronize (FY2)
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Run Mass Sync (FY2)
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Run PO/Req Xyr Synchronize (FY2)
(Single PO/Req)
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Run PO/Req Xyr Synchronize (FY2)
(Single PO/Req)
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Procedure to Set Up PO Liabilities

(L)
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Path #3
 Goods/ Services received before July 1 – but 

no payments were made
 Create a Liability in PO Payments (FY1)

L – ACCRUE  LIABILITY
(Include any PO amounts to be expensed in FY1)



Set up Liability PO Payment
(Logged inFY1)

• Enter correct amounts 
to close PO:
o payment
o liquidation

• Payment and  
liquidation do not 
have to be equal.

• Liquidation =  
remaining  balance 
on the  PO

90

Use the PO Payment  
option in Accounts 
Payable to create 
PO Liabilities



(Logged in FY1)

Create Estimated PO Liabilities 
Report Only (POR520)
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(Logged in FY1)

Create Estimated PO Liabilities 
Report Only  (POR520) 
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Review PO Estimated Liability
Report for FY1 (POR520)
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 Use QCC Print Manager to review report

Make any corrections & run report again  
until the liability amounts are correct

 Run the PO Liability Report (POR520) in
Update mode to create PO Liabilities for
FY1 which will be paid in FY2

repeat

CAUTION: (POs rolled from FY1 to FY2 cannot be rolled back to FY1)



(POR520)  FY1
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Create Estimated PO Liabilities (FY1)
Compare Pre-List & Update
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Path #4
If Goods/Services NOT received before July 1st , and order will 
NOT be filled: No PO Payment entry is needed.
 TDSD can process Mass Close of all remaining PO’s for you 

(encumbrances liquidated from FY1)
- - - or - - -
 District can manually close each PO using POCO (cancel PO

option) which liquidates any remaining  balances on the PO.
(PO amount will not be not expensed in FY1 or FY2)

Close Remaining Open POs (FY1)
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 Run Financial Activity Report (FAR110) in FY1
• Ref Type = PO
• Verify no negative encumbrances

 Run a final Open Purchase Order Report  
(POR110) in FY1

• Verify all remaining PO encumbrances to be mass  
closed by TDSD

• Create PDF copy for your records

To Do Before Requesting TDSD 
to run PO Mass Close
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(How-to Steps)



End of Year 
Mass L/R Transactions

The End of Year Mass L/R Transactions feature provides 
a new way of closing out POs at the end of a fiscal year. 
It presents a grid of PO account lines with L (liability) and 
R (roll-forward amount) transactions from which you can 
select the ones to move forward to the next year.

This will allow quick entry of L/R transactions without 
having to navigate to individual PO screens.
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99
NEW method to Liquidate PO’s 
before Year End Mass Close
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101



102

After finding the PO’s to liquidate, just hit +Add L/R Transactions 
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This CHANGE window will open for you to enter the 
desired transactions to Liquidate the PO’s
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Hit Save & 
Return 
when 
done
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106

Go to PO 
Payment 
screen to 

verify



Final District Tasks
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After all PO Rollovers/Liabilities are completed:

 Print Total Page of Final (FY1) Open Purchase Order  
Report (POR110) (PO list to be mass closed)

 Fill out Authorization to Close Purchase Orders Form
(Be sure to sign and date)

 Attach Open Purchase Order Report and Authorization 
Form to an Accesspoint ticket to the Help Desk

(408) 453-4357 HelpDesk@sccoe.org

mailto:HelpDesk@sccoe.org


Appendix A :
Authorization to Close Purchase Orders
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We have completed the coding of purchase orders and have executed the rollover of 2018-19 purchase orders 

and setup liabilities.

Please disencumber (mass close) the balance of purchase orders in fiscal year 2018-19.

Print Name  _______________________________     CBO Signature _______________________________

District # ____________   District Name  _____________________________________________________

Report Total (to be mass closed)  $___________________________________________________________

Please attach the “Zero Page” and last page showing the totals from your final Financial Activity Report.

(The encumbrance total on the report should be $0.00)

Please complete and return no later 
than July 26, 2019



What Happens Next?
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Final TDSD Actions:

After all Open POs are processed by District and the completed Authorization 
Form with the final Open PO Report Total Page is submitted to TDSD:

 TDSD will run the Open PO Report to match total
amounts, then close/liquidate remaining Open Purchase
Orders on the report.

 Districts will receive a resolution notice from Access Point  
when the PO Mass Close service request is complete.

END of PO Close Activities
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Accounts Receivable
Invoice, Billing, and Management 

(IBM)



What’s Covered
• Show districts how to reconcile QCC Invoice and Billing data to close the 

current fiscal year

• Run Reports to verify current invoice status

• Review processes for entering final receipts, adjusting balances, closing 
invoices, identifying and flagging remaining invoices for accrual or rollover

• Submit to the Technology Services Division the signed Authorization to 
Roll/Close QCC IBM Invoices for current FY Form including total amount to 
accrue, total to roll, and total amount of combined invoices
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Important Information

• Districts may not enter any invoices or receipts after 5:00pm, June 27, 2019, 
and until the FY19 QCC IBM closing processing is complete

• All payments (QCC IBM receipts) that hit cash must be entered and submitted 
with the Affidavit of Deposits and be made by the last day DBAS will accept 
cash deposits

• After the last deposit, no receipts may be entered for any FY 2019 invoices 
until the QCC IBM year-end process is complete and invoices are accrued or 
rolled into FY 2020.
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District Roles for Year-End Close

 Lock your district users from QCC IBM
 Resolve unapproved receipts
 Evaluate open QCC invoices
Make Necessary balance adjustments
 Enter final receipts
 Print final QCC IBM aging report with totals to accrue
 Submit Authorization to Close to TDSD
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Resolve Unapproved Receipts

• Run the QCC Receipts Report for entire fiscal year date range
(July 1, 20xx – June 30, 20xx)

• Delete or approve receipts on this report as needed to ensure the final open 
invoice balances are accurate
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Resolve Unapproved Receipts
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Evaluate Open QCC Invoice

• Run the QCC Invoice Aging Report for all customers

• Evaluate current open QCC invoices on the QCC Aging Report to see if the 
balances are accurate
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Evaluate Open QCC Invoice
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Close Duplicate/Uncollectible Invoices

• Clean up duplicate invoices by using the “C” receipt option to close open lines 
in the invoice and recon the balance

• Enter a “C” receipt for any zero ($0.00) balance invoices that appear on the 
QCC IBM aging report (Caused when a “P” receipt type was entered instead of 
“F” for the final payment)
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Adjust Invoice Balances

• Adjust the balance on any invoice that is incorrect by entering a “B” 
type receipt to raise or lower the balance

• “B” receipts should be treated like money received:
– B transactions with a positive amount (+) will reduce the invoice balance
– B transactions with a negative amount (-) will increase the invoice balance
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Enter Final QCC IBM Receipts
• Verify the cash deposit deadline with DBAS

(June 28, 2019) – See DBAS Fiscal Year-End Closing Guide

• Enter final QCC IBM Receipts and submit Affidavit of Deposit to DBAS
• Do not enter any more QCC IBM receipts in FY 2019 (hold payments 

to receive in FY 2020)
• QCC Invoice & Billing will not be available until after the QCC IBM 

fiscal year-end processing is complete.
• TDSD will notify the districts immediately after the rollover/accrual 

process
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Stop District QCC IBM Processing

• Notify District QCC IBM users that the QCC IBM system will be 
unavailable until the accrual/rollover/closing process from FY2019 to 
FY2020 is complete

• No entry of invoices, receipts, credit memos or receipt reversals can 
take place until TDSD has completed the FY2019 year-end process 
and the district is notified
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Roll or Accrue Invoices?
• Reprint the QCC Aging Report to verify the balances

• Invoices whose income was earned in FY2019 should be accrued.  The total of 
these invoices should be included in the beginning balance of FY2020 Object 
9209 (AR – QCC IBM Invoices from Prior Year)

• There may be a few instances in which a “preliminary billing” invoice was created 
in FY2019 for income that will actually be earned in FY2020.  For example, if 
invoices were sent out in June for July retiree benefit billings, these invoices may 
be “rolled”.  A “rolled” invoice retains the original invoice number when rolled to 
FY2020 and its income is not credited to FY2019 (therefore is not included in the 
FY2020 beginning balance of Object 9209)
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Setting up Accruals

• The default year-end process will create accrual invoices with cross-
referencing to original invoice numbers for any open invoice that does 
not have an “R” type receipt entry.

• If an invoice is a pre-billing and you wish to roll that invoice into FY 
2020 without recognizing income in FY 2019, enter an “R” type receipt 
with the amount of the invoice.  Income will be recognized in FY2020 
when the invoice is paid.
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Year-End Processing

• Select Year End Processing from the 
File option on the Invoice/Billing 
Management Screen.
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Verify Rollover Invoices
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• Check Roll and enter N (Report Only) 
from the Year End Processing screen to 
run a report of the rollover invoices



Year-End Rollover Report
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Most districts will have no rollover invoices, but if an 
“R” type receipt was entered for any invoice, the 
invoice will appear on this report.



Verify Accrual Invoices
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• Check the Set up remaining open invoices as accruals and enter N (Report 
Only) from the Year End Processing screen to run a report of the accrual 
invoices (Rollover invoices may display, since they have not been rolled.)



Year End Accrual Report
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Authorization to Close
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• Enter a new service 
request and submit the 
completed Authorization 
to Close QCC IBM 
Invoices Form and the 
first and last pages of 
your Rollover and 
Accrual Reports.

The form can be found on 
Accesspoint, under Bulletins



TDSD Process to Year-End Close

• End of work day, June 27, 2019, block all districts from entering QCC IBM user entries
• Run verifying Rollover and Year-End Accrual Reports to match district reports
• Perform ROLL operation if necessary (same invoice #
• Set up Invoice Odometer for Accruals (189001)
• Perform Accrual operations
• Print final Year-End Accrual Reprot with invoice cross-reference
• Set up Invoice Odometer for FY 2019 (190001)
• Set up Receipt Odometer for FY  2019 (190001)
• Once ALL Districts have been processed, TDSD will notify Districts that year-end close 

processes are complete and Districts can now enter new FY2019 invoices and receipts
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Year-End Final Report
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TDSD will provide this electronic file for the District
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Thank You!

Questions?
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