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This session will begin at 2:00pm.
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Fiscal Year End Topics

e Multi-Year Access:
*FYO0 (2018), FY1 (2019), FY2 (2020)
 How to Change Fiscal Year in QCC
e Accounts Receivable — Non-IBM
e Accounts Payable
«Payables (non-PO direct pay vouchers)
PO Payments/Purchase Orders
PO Rollovers
e PO Liabilities
« Account Receivable - IBM



C
Santa Clara County % Office of Education

Multi-Year Access
In QCC




Multi-Year Access

e Security Access — In accordance
with district-authorized signer.

 Three Types of Access:

« New FY2 - (until June 30)

 Prior FY1 - (until July 6, 10t 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

7 QSS ControlCenter 90 - SCCOE (COPYSCQ) QSS/0ASIS (1.5.. — O X

File View (‘Year )

ages Window News Help+Video

Set to previous Year (18)
Set to next Year (20)

2020

& AR (Invoicing and Billing Management - RI, RP)

Budget Development
Budget (Transfers, Settings, Summary Rules, Ind Cost Rules)
| ===
| ﬂ Journals, Transfers (OC, JE, TF, TV) Y '
rans 5 A 5
n
T iS} Payroll Transfers wm
Last Run: osmuzmg 11:03:07 /5/20/2019 11:05AM




Clearing FYO Recelvables

(Estimated Receivables)
(non-IBM invoicing)

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




Clear Prior Year Recelvables

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

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

O Contact customers to get payments/cancel uncollectable
receivables

d Log into FY1 — Post Receipts/Cancel/Delete ALL Unpaid
FYO receivables

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




Open Recelvables Report (ARS300)

(Logged in FY1 to print outstanding FYO receivables)

r '
ﬁ‘ Q55 ControlCenter 90 - 5.C.COUNTY OFFICE OF EDUCATION QSS/0ASIS (1.41.4) | = = 2 |
File View District Year Messages Window MNews Help+Video

EE? Finance rs

....... B AR (AR, ¥R, RR - No invoiding) Click on Finance Job Menu

------- ) AR (Invoicing and Biling Management - RI
------ Budget Development
....... Budget (Transfers,

< ------- :E Finance Job Menu

m

s, Summary Rules, Ind Cost Rules)

Click on Open Receivables
hﬂ Journals, Transfers (DC, JE; V) Repﬂrt (ARSSUU)

------- ﬂ Manual Payroll Encumbering /
------ @ Payroll Transfers

------ g Warrant Management (Cancels, Hand Issues, Recon

E% Finance
[ &ccounts F'a_l.JabIe Reparts

=~ AP [ Purchasing
ﬂ Accounts Payable - [E] Receivables Financial Report [ARS500)
I AP Batch Maintenance Receivables History Report [ARS5400)

-~ [E Receivables Reconailiation Report [4RS5510]
- [E] Receivable: Transaction Repart [AR5100)
. Feceivables Receiptz Report [ARS200)

Purchasing Master Files

Purchase Qrders [ Requisitions

- Curmrent Year [&R5301)
@ Receiving/PO Expand the Accounts Receivable [pet - Curent Year [3RS501)
AT ition Routing Mast b - Current 'ear [2R5401)
P ReaustienRoutno st peports {Nn Invnlclng} List Report - Cut’t [ARS511)

actlons Repaort [ARS5101]

ﬁ Vendor Maintenance
Last Run: 05/01/2014 07:26:39




Open Recelvables Report (ARS300)

(Logged in FY1 to print outstanding FYO receivables)




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

35 TUNICH ELEMENTARY OFEN RECEIVAELES3 J4003 AR3300 H.00.0€ O5/06/14 FAGE 1
F¥1l OFEN RECEIVAELEZ3 FROM 000000 TO 955555
TMEER. DE3C Fod Resc ¥ Okjt 30 Goal Func C=tltr Ste Mngr E3STIMATED RECEIVED BALARNTE ZL-0E REFERENTE

200008 3IWNFE Claim June 2013 — Federal
1a0-5210-0-8220-00-0000-0000-000000-000-0000 €,151.01 0.00 €,151.01 S20%

2000059 3KP Claim June 2012 - 3Itate
1a0-5210-0-8520-00-0000-0000-000000-000-0000 2473.45 0.00 473.45 S208

[TOTELS €, 624 _4€ 0.00 E,E24_4E




Clear Prior Year FYO Recelvables

(Logged in FY1 to post receipts to resolve FYO receivables)

' % QSS ControlCenter 90 - 5.C.COU
File View District Year Messages Window MNews Help+Video

7 Fnance Log into FY1 and select *

= AR (AR, ¥R, RR - Mo invaicing) . - @
ﬁf AR (no invoicing)
;ﬂ AR (Invoicing and Billing Management - B, RF)

------ Budget Development

Budget (Transfers, Settings, Sumiggry Rules, Ind Cost Rules)

Last Run: 04/30/2014 12:54:00 Yr:2014 Dist:90 Site:Dd G5: W | 4/30/2014 |1:-l? P

a2 ARLite - Accounts Receivable (No Invoicing)

File  Opticns  Help+Video

_ Select Post Receipts
N4 @B X% 8| /
¥ Inspect _:

| Set Up Recsivables - AR/XR (ARS010/11 Post Receipts - AR/RR (ARS020/21)

Fitter

Receivable Type: Accrual (AR - Setupin FY 2013) Years back to includ

[ARS0D10:Y1 YYYY/ARSO11:N1 YYYY/ARS|Yr: 14 Dist: 90 Site: 0000 | 4/30/2014 | 1:50 PM



Clear Prior Year FYO Recelvables

(Logged in FY1 to post receipts to resolve FYO receivables)

GLAR - Accounts Receivable

1. Enter AR Receivable # to post a receipt
~ and click on the binoculars (Search) icon

Filter

Post Receipts - Quick Change

Receivable Type: Accrual (AR - Setupin FY 2013) Years back to include: @ Accrual (AR) Receivable Number: c
[] Current Year (XR) ESErVE Revenus ) Current Year (XR)

Frnd Resc ¥ Objt 850 Gozl Func CstCtr Ste Mngr

Aecount: 'n?—???'2—?—'z?'2?—??—'2???—????—909999—???—???? -

Receivable Number:

Diate: Rev Object:

Reference:

Audit Date from: * to -
Audit D from: to
2. You can also double click on any Receivable

Established Receivables (FY 2014): Total - displayed on this list to post a receipt.

Description:

Amount:

Type =« MNumber FY Date Reference Fnd Resc ¥ Objt %}. Func CatCtr Ste Mngr Description Amourt -
1 AR 300001 13 630,203 010—0000—0wU—OUUO—OOU0—000000—000—0000 BTSA 201213 54,692.00 ol
2 AR 300002 13 6/30/2013 | 1026 010—MBGSS—00—0000—0000—000000—011—0000 M Desai Lst Lbry Bl 20.00 =
3 AR 300003 13 6/30,2013 | 4204 ‘M(OIOO—U—SGQQ—00—0000—0000—000000—011—0000 T Myklebust Lst Lbry Ble 10.00
4 AR 300004 13 6/30/2013 41379/ 210-0000-0-2200-00-0000-8200-000000-300-0000 41375 Keenan (G Castro) 121430
L} AR 300005 13 ﬁf.?uﬂf?ﬂ'l.?-w 080-9098-0-8699-00-0000-0000-000000-013-0000 57668 Urtd Wy Don Musc & Ars 40.00
[ AR 300006 13 M 130-5310-0-8220-00-0000-0000-000000-000-0000 SNP Claim May 2013 - Federal 35,719.35
7 AR 300007 13/'5/’31]}2013 130-5310-0-8520-00-0000-0000-000000-000-0000 SNP Claim May 2013 - State 3.095.39
2 AR 300008 Zﬁ' 6/30/2013 130-5310-0-8220-00-0000-0000-000000-000-0000 SNP Claim June 2013 - Federal 6,151.01

I ~
L]

|A‘RSD1IJ:Y1 YYYY/ARS011:N1 YYYY/ARS020:¥1 ¥YYY/ARS021:N1 ¥Y¥v¥y/

Yr: 14 Dist: 39 Site: 0000 | 4/30/2014 | 1:56 PM




Post Receipts to FYO Recelvables

(Logged in FY1 to post receipts to resolve FYO receivables)

=
-l GLAR - Receivable ary and Histc 39 - UNION ELEMENTARY ..l o[ 3

Inspect :
Receivable Type: (@) fooris) Click to Add
Current Year (XF) [ ] Via Revenue Rmipt Dste: |q}5;3.|];2g13 I. |
@m'uaue Number: | 300009 b Description: |SNP Claim June 2013 - State
Reference: | | Vendor: | |
Frnd Resc Y Obijt 50 Goal Func CstCtr Ste Mngr PO Nm:| |
Account: |13CI—531CI—CI—EEEI'.'I—CII'.'I—CII'.'ICICI—CICIEICI—CICICICIEICI—UCICI—CICIUCI - l : | 4?3.45|
Rev Object: |3209 | Receipts to date: | 0|
Audit Date: 7/15/2013  Audit Time: 13:56 Audit D: 8253 Remaining: | 473.45|

‘ Date P/F Descrption Amount Becwd OAU Amount OSU Objt  Deposit Mo.  Aodit Date  Audit ID_

| Yr: 14 Dist: 39 Site: 0000 | 4/30/2014 | PM 3:18




Post Receipts to FYO Receivables

(Logged in FY1 to post receipts to resolve FYO receivables)

e [—
-l GLAR - Receipt Detail © 39- UNION ELEMENTARY QSS/OA... L =) e |
e ——
File  Options  Help

1<) al < ’
| lEg\ Add F.:E
Click on the Save icon when you

Receivable Type: @ Accruzl are ready to add this receipt
Current Year (XR) [] Via Revenue

Date: [06/30/2013 | |
Receivable Number Description: |SNP Claim June 2013 - State
T e [

Fnd Resc ¥ Objt S0 Goal Func CstCtr Ste Mngr PO Number: :

. _ —0-E520-00- _ _ _ _ _
Account: |13CI 5310-0-8520-00-0000-0000-000000-000-0000 : 47345
Ao Ot S

Remaining: 473.45

. Enter Receipt Information

ine MNo: 1
Line N d / Partial or Final Receipt type
Receipt Type:

Post Receipt

= Amount
Amosnt 10000 Date: 04/30/2014 = Date
Overttnd Amaunt [ | Description: 1st Payment - Check #101 Lo
Deposit #
Overung Gject
Deposit Number: 12345 Debit Account: (You can enter $0.00 as a Final

Payment to close the Receivable)

[¥r: 14 Dist: 39 site: 0000 | 4/30/2014 [ PM 3219



Recelvables Cancellations

(Logged in FY1 to post receipts to resolve FYO receivables)

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 FYO 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 FYO, but will not be
collected.




Recelvables Reconciliation

Run the Open Receivables (ARS300) report
Once for FY1 and once for FY2.

-

-
# Q55 ControlCenter 90 - S.C.COUNTY OFFICE OF EDUCATICN Q55/0ASIS (L41.4) | = | = = |

File View District Year Messages Window Mews Help+Video

EE? Finance -

....... B AR (AR, ¥R, RR - No invoicing) Click on Finance Job Menu

------- : AR, (Invoicing and Biling Management - RI

Budget Development

------- Budget (Transfers, 5, Summary Rules, Ind Cost Rules)

(3= Finance Job Menu Click on Open Receivables

-ﬂ' Journals, Transfers (DC, JE}E,_TV) Report {ARSSDD)

....... B Manual Payroll Encumbering /
------ @ Payroll Transfers

------ g Warrant Management (Cancels, Hand Issues, Recon

E@ Finance
[Z Accounts Payable Reparts
Accounts Hecewable Reports [Mo Inw:ucmg

AP [ Purchasing

------- ﬂ' Accounts Payable
------- AP Batch Maintenance

[E) Receivables Financial Repart [AR5500]
Receivables Historn Report [&RS5400)
-[& Receivables Reconciliation Repart [ARS510)

[Z] Receivables Tranzaction Report [ARS5100)

------ E] Receivables Receiptz Repart [AR5:200)

- Current vear [AR5301)

------- Purchasing Master Files

------- Purchase Orders [ Requisitions

"""" Receiving/PO Expand the Accounts Receivable [port - Curent Year [ARS5D1)
....... o Requisition Routing Mast] t - Current rear [2R5407)

_ Reports {No In\rmclng) List Report - Cuftr [ARS511]
"""" Vendor Maintenance - actions Report [ARS5107)

Last Run: 05/01/2014 07:26:39 I = . Current Receivables Receipt: Repaort [AFESEEH]




Recelvables Reconciliation

Both reports (run for FY1 and FY2)
should show NO open records
before setting up FY1 receivables (ER).

S0 3.C.COUNTY OFFICE OF EDUCATION OFEN BRECEIVAELES J13E€732 AR3300 H.0O0.0€ 04/30/14 FRGE
IOFEN FRICE YEAR RECEIVAELES FROM 000000 TO 559555
[NEER. DE3C Fnd Besc ¥ Objt 30 Goal Func Cstltr Ste Mngr ESTIMATED RECEIVED BALANCE EL-0F REFERENCE

ICOTALS




Setting up FY1
Accounts Recelvables

(Estimated Recelvables)
(non-IBM Invoicing)



Setting Up FY1 AR Recelvables

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 Recelvables

« Totally separate from QCC Invoice/Billing Mgmt
(IBM),which has separate FYE procedures

* Applies only to districts not using QCC IBM

e Single GL control account used between Y1 & Y2:
AR Year-End Accruals Object 92009.
* In Y1, DR 9209, CR Income/Exp
* In Y2, DR 9140, CR 9209



Procedure for ARAccruals

|dentify what income is due in FY1, but will not be received until after July 1
(FY2)

L

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

Log into FY1 — Run Receivables Report (ARS100)
Log into FY2 — Post Recelpts for FY1 Receivables

Log into FY2 — Make Cash Deposit for Receipts

Log into FY2 - Run Open Receivables Report (ARS300) (shows unpaid
FY1 receivables)

Iy Oy W




Entering FY1 Accrual Recelvables
(Logged in FY1 to add Receivables)

(1.4... | o P S

% Q 0 - S.C.COUNTY OFFICE OF EDUCATION QSS/OA
Flle View District Year Messages Window News Help+Video

= P Log into FY1 and select *

AR (AR, XR, RR -No i = =
S s AR (no invoicing) | =
| AR (Invoicing and Biling Management - B, RP)

Budget Development
Budget (Transfers, Settings, v Rules, Ind Cost Rules) ot
lasthm:MISOIZOIIA 12:54:00 s Dist:90 Site:0 GS: W |4[301m14|1:47m ﬁ

| Flh.! Optlons H?Ip+Video
'4]‘ /___ <3 @ & x | y Set up FY1 Accrual Receivables, where payments will be received in FY2

/

Up Receivables -Ammasmmiﬁouﬁwm~ma (ARS020/21)|

Filter

— Set Up Receivables - Quick Change
Receivable Type: [¥] Accrual (AR to be Received in FY 2015) @ Accrual (AR) BassiabicNirban
—-— . = s Quick Change
[] Current Year (XR) Via: [/] Reserve [V] Revenue @ Current Year (XR)

Site: 0000 | 5/1/2014 | 8:38 AM

ARS010:Y1 YYYY/ARSO11:N1 YYYY/ARS020:Y1 YYYY/ARS021:N1 YYYY/ tvﬂ




Entering FY1 Accrual Recelvables
(Logged in FY1 to add Receivables)

i — ]|
o= GLAR - Set Up Receivables 39 - UNION ELEMENTARY Q55/0ASIS eSS -

File  Options  Help
oHxd @
* \ Add

Receivable Type: @ Accrual Enter the new Receivable data
Current Year (XR) [] Wiz Revenue and then click on the Save imn to,
continue entering additional Only On_e account C_Ode per
Receivables. ER (estimated receivable)

Reference: 063014

Description: FOOD SERVICE REIMBEURSEMENT
Fnd Resc ¥ Objt S50 Gosl Func CstCtr Ste Mngr
Account: 130-5310-0-8634-00-0000-0000-000000-000-0000

Amount: 3,150.00

Rov Object: 9209 AR YEAR END ACCRUALS
Vendor: 000810

PO Number: 52987

Audit Date: 12:00:00 AM  Aodit Time: 00:00  Aucdit [D:

Click on the "Save & Return" icon
after entering the last Receivable.

ARS010:Y1 YYYY/ARSO11L:N1 YYYY ¥r: 14 Dist: 39 Site: 0000 | 5/1/2014 | 9:51 AM



eviewing FY1 Accrual Recelvables

(Logged in FY1 to view Receivables)

QSS/OASIE

ﬁ ﬂ:mv &% |8 Select the Setup Receivables tab and click on
the Search icon (binoculars) Inspect

o) GLAR - Accounts Receivable (No Invoicing

1 of 3 qualified
| @t Up Receivables - AR/XR (AF{SDWHD‘ Post Receipts - AR/RR (ARS020/21) |
Fier Set Up Receivables - Quick Change
Receivable Type: [V] Accrual (AR to be Received in FY 2015) @ Accrual (AR) Receivable Number: .
Reserve Revenue ) Current Year (XR) ] RS

[ Current Year (XR) Via:
50 Goal Func Cstltr Ste Mngr

Frnd Resc ¥ Objt
Receivable Number: 000000 999599 Account: ???—_???—?—????—??—????—????—??????—??"—??H -
ecelvable Number: C
Date: l il Rev Object:
Reference:
Description: ALudit Date from: v to -
) ) 4
Amount: Audit 1D from: ]
Established Receivables (FY 2014): Total: 3.150.00
Type MNumber Date Reference &« Fnd Reac ¥ Objt 50 Goal Func CstCtr Ste Mngr Description Amaurnt Rew Rev Obit Vendor PC Mumber
1 |AR 5/15/2014 | 063014 130-5310-0-8634-00-0000-0000-000000-000-0000 FOOD SERVICE REIMBURSEMENT 3,150.00 | N/A 000810 62987
010-0000-0-5936-00-0000-8200-000000-900-0000 ERATE REFUND 56,000.00 | N/A 000991 315030
14 SH-OH APPRTMT FEB-JUN 14 13,150 D006 101948

6/30/2014 | 315030

[ ¥r: 14 Dist: 39 Site: 0000 | 5/6/2014 |9:31 AM

|ARSI]1I]:Y1 YYYY/ARS011:N1 YYYY/ARSOZ0:¥1 YYYY/ARS0Z1:N1 Y¥¥y/




Established Recelvables Report (ARS500)

(Logged in FY1to list all FY1 Receivables)

(25 Qss ControlCenter 29 - UNION ELEMENTARY QSS/OASIS (1.41.4) [ o)

File View District Year Messages Window MNews Help+Video

ElE? Finance o

....... 3| AR (AR, XR, RR - No invoicing) Click on Finance Job Menu

------- : AR (Invoicing and Biling Management - RI, RF)

Budget Development

------- Budget (Transfers, Settings, 5 ules, Ind Cost Rules)

m

( ------- EE Finance Job Menu B _
Click on Receivables

Financial Report (ARS500)

------- Journals, Transfers (DC, 1B

------- ﬂ Manual Payroll Encumbering

------ @ Payroll Transfers

------ g Warrant Management (Cancels, Hand Issues, Recon.)

-] Accounts Papable Reparts

AP | Purchasing .ﬁ.ccuunts Hec:ewal:ule Reports (Mo Invoicing

------- ﬂ Accounts Payable

------- AP Batch Maintenance
I @ Receivables Reconciliation Report [AR5510]

"""" Purchasing Master Files @ Receivables Tranzaction Report [ARS100)
------- Purchase Orders | R ' i eceipts Report [AR5200]

- Expand the Accounts Receivable  pbles Report - Curent Year [4R5301)
"""" @ Receiving /PO inancial Feport - Cument Year [£R5501)
....... (3 Requisition Routing Repﬂrts {Nﬂ |“"n"ﬂlcll‘lg) List istary Report - Current y'ear [R5 401]

ﬁ ] econciliation Report - Curv' [AR5511]
"""" Vendor Maintenance P @ Current Receivables Tranzactions Report [ARS51017])
Last Run: 05/02/2014 10:31:17 @ Current Receivables Receipts Repart [AR5201)




Established Recelvables Report (ARS500)

(Logged in FY1 to list all FY1 Receivables)

' R ———
i= Receivables Financial (ARSSUBO4) 39-UNION ELEMENTARY QSS/OASIS [E‘ﬂm

File Options

AZ)
@ i jon(t Sorts® |
Sarts* ! Main Selection®(F Sorts |

Receivables Financial Report

Dristrict: ISEI A I UHION 5D

Report Title: |FY'1 ESTABLISHED RECEIVABLES Sort Page
(Beceivables From: [000000 ¢ tofsssssy ) [, *11..{FD-Fund
2
3
4
Edit Report Sorts and Rol 5

Used Mapped Accounts: [~ 9 @ X >

- Sort Sequence ---

The Receivables Financial Report (ARS500) displays the established

receivables for the login FY. The default sort is by Fund, but you can

change the sort to BLANK to sort by Receivables # with no page breaks
37AM




Established Receivables Report (ARS500)

(Logged in FY1 to list all FY1 Receivables)

5 THICH ELEMENTARY ESTABLISHED RECEIVAELES FINANCIAL REPCRT J5E54 AR3S500 H.00.07 05/07/14 PAGE 1
1 EITABLIJHED RECEIVAELE3 FRCM 000000 TO 5999599
umber Description Fnd Resc ¥ Objt 30 Goal Func Cstltr te Mngr Amount Refersnce
00001 ERATE REEFUND 010-0000-0-593€-00-0000-B200-000000-S00-0000 5€,000.00 215030
00002 14 SH-OH AFPFRIMI FEE-JUN 14 070-7240-0-BE77-00-5750-0000-000000—-000—-0000 13,150.30 E2987
00003 FOOD SERVICE REIMEURIEMENT 130-5310-0-B€34-00-0000-0000-000000-000-0000 3,150.00 0€30l4
TOTAL BALANCE 72,300.30%=

Report shows ALL (both paid and unpaid) receivables entered in FY1




Posting Recelpts to
FY1 Receivables

(Estimated Receivables)
(non-IBM invoicing)

Logged in FY2 to post Receipts to FY1 Receivables




Change Fiscal Year to FY?2

ol e |

7

File View District (Year [Ndessages  Window News Help+Video

E| Favarites Set to current Yeal e Shift+F2
Set to previous Year (15) Shift+

(Setto next Vear (17) Shift+ F4 B—— ChangeFY

2020
2019
2018
2017
2016
.y Current FY
2013
2012
2011
2010

Last Run: 05/06/201 2009 2 5/9/2016 8:02AM

2N




Open Recelvables Report (ARS300

(Logged in FY2 to print outstanding FY1 receivables)

Qss/OASIS (141.4) | = B 5 ||

-
ﬁ‘ 55 ControlCenter 90 - 5.C.COUNTY OFFICE OF EDUCATICN

File Wiew District Year Messages Window MNews Help+Video

AR (AR, ¥R, RR - Mo invaicing)

AR (Invoicing and Biling Management - RI
------ Budget Development
Budget (Transfers,

:E Finance Job Menu

Journals, Transfers (DC, JE; &, TV)

ﬂ Manual Payrall Encumbering

------ @ Payroll Transfers

l_—_| E,? Finance -

s, Summary Rules, Ind Cost Rules)

Click on Finance Job Menu

Click on Open Receivables
Report (ARS300)

Warrant Management (Cancels, Hand Issues, Recon
=] AP [ Purchasing

------- ﬂ' Accounts Payable
| I R AP Batch Maintenance

------- Purchasing Master Files

------- Purchase Qrders [ Requisitions

E% Finance

[ sccounts F'a_l,lable Reports

-[§ Receivables Financial Repart [ARS500)
[E] Receivables Histary Report [ARS5400]
[£) Receivables Reconciliation Report [AR5510]
[Z] Receivables Transaction Report [ARS5100)
Feceivables Receipts Repart [ARS5200)

------- Receiving/PO
------- ﬂz_ Requisition Routing Mast

------- ﬁ Vendor Maintenance

Expand the Accounts Receivable por - Curentear (ARSE01)
Reports (No Imromlng) List

- Current v'ear [&RS5301)

t - Current ‘r'ear [6R5401]
Repart - CuryT [AR5511)

Last Run: 05/01/2014 07:26:39 I

= actions Report [AR5101)
E’| Current Receivables Receipts Report [AR5201] 4




Open Receivables Report (ARS300)

(Logged in FY2 to print outstanding FY1 receivables)

= 2 =
Open Receivables Report (ARSSUB01) 90-5.C.COUNTY OFFICE OF EDUCATION QSS/0ASIS | B [
File Opticns

CEIET-IXE)

2 Main Selection® |

Enter Report Title and
Open Receivables Report REGEI‘H‘EII}I&E Ra“ge

Diistrict: IEIEI - I SAMTA CLARA COUMTY OFF OF EDU
Repart Title: |FY‘I OFEM RECEIVABLES

Receivables From: 000000 ter}{ 993399
SortBy: | (e Recernable Mumber
O Reference Humber

Be sure your are logged into FY2
Used Mapped Accounts: T before running the report




Open Recelvables Report (ARS300)

(Logged in FY2 to print outstanding FY1 receivables)

359 THICHN ELEMENIARY COPFEN RECEIVAEBLES JS7HE AR3J300 H.O00.0€ 0507714 EBRGE 1
Yl OFENW RECEIVAELES FRCM 000000 TO 955555
[NTEER. DESC Fnd Be=c ¥ Objt 30 Goal Func T=tltr Ste Mngr EJTIMATED RETEIVED BALANCE ZL-0E REFERENRTE

400001 ERATE BEEUND
0l0-0000-0-553€-00-0000-8200-000000-500-0000 SE,000.00 0.00 S€,000.00 S20% 215030

200002 14 3H-CH AFPFRIMI FEE-JUN 14
o70-7240-0-BE€77-00-5750-0000-000000-000—0000 13,150.30 0o.00 13,150.30 5209 E2587

400003 POOD SERVICE REIMEURSEMENT
l3ag-5310-0-B€34-00-0000-0000-000000-000-0000 2,150.00 0.00 3,150.00 S20% 0E3014

TOTALI T2,300.30 0o.00 T2,300.30

Report shows only UNPAID FY1 Receivables in FY2




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

To post receipts to FY1 Receivables, you must be logged in FY2
since the funds were received in FY2

: —
#5055 ControlCenter ) - S.C.COUNTY OFFICE OF EDUCATION Q55/0ASIS (1414 o 0 S

File View District | Vear g
|_—__| r‘r, Finance Set to current Year (14
....... % AR Set to previous Year (13) Shift+F3

essages Window  News  Help+Video

Change to FY2

_______ DU Set to next Year (15) Shift+F4 E
...... EL Eﬂla

------- Bu 2017 tules) .

....... = 06 Current logged in FY

....... 36 25

2014
Last Run: 05/01/201:
s P 2012

—

' |¥r:2014 Dist90 Site:0 GS: W | 5/1/2014 3:28PM
e |




Select Recelvable to Pay
(Logged in FY2 to post receipt to FY1 receivables)

i '
85 GLAR - Accounts Receivable (Mo Invoicing) 90 - 5.C.COUNTY OFFICE OF EDUCATION Q55/0ASI5 L = & 2 ‘

File  Options Help+Video

)+ A(PPESX| B /

1. Enter AR Receivable # to post receipt

P o,
| Set Up Receiyfibles - AR/XR (ARS010/11) @st Receipts -P«HIHH{HHSDZME)/

Filter
) Post Receipts - Quick Change
Receivable Type: [¥] Accrual (AR - Setupin FY 2013) Years back to include: ® Accrual (AR) Receivable Nomber

2. Click on e e evene © Current Year (XR)

Search icon Frd Resc ¥ Objt 50 Gozl Func CstOtr Ste Mngr

Receivable Number- Account 277-3737-7-777I-7F-7PII-PIVI-TIIRII-TII-TINY
Date: " M Rew Object:
Reference:
Description: Audit Date from:  to -
Amount: Audit |D from: to

Established Receivables (FY 2014 || Tesl ||

Type Mumber Fif Date Reference Account Title Description Amourt Rev Fiow Obit Vendor PO Number Audit

L 1 8

|ARS010:¥1 YYYY/ARS011:N1 YYYY/ARS020:Y1 YYYY/ARSO21:N1 YYYY/ [ ¥r: 14 Dist: 90 Site: 0000 | 5/6/2014 | 8:02 AM




Add Recelpt to Post

(Logged in FY2 to post receipt to FY1receivables)

File  Options Help

Add Receipt for this Receivable

Current Year (XR) [] via Revenue Date: |DEJ-"3'D:"2'D14 I' |

@mivaue Number: | 400002 1) Description: | 14 SH-OH APPRTMT FEB-JUN 14

Reference: 62927 | Vendor: 001016

Frid Besc ¥ Objt 50 Goal Func Cstltr Ste Mngr PO Mumber: |-m-|543

Account: |U'?Cl—'?240—El—EE'?'?—DEI—5'?5D—UUUU—UUUUDU—UUU—UUUU - |

J'-\rru:n.nt:|

Rev Object: 9209 | Receipts to date: |

Audit Date: 562014 Audit Time: 09:26  Audit I0: 6248 Remaining: |

‘ Date P/F Descrption Amount Recwd OFU Amourt  OFU Objt  Deposit Mo, Audit Date Aud'rtID_

[ [ am11:32

Any prior payments display at the bottom of the screen




Post Recelvable Payment
(Logged in FY2 to post receipt to FY1 receivables)

o) GLAR - Receipt Detail 39 - UNION ELEMENTARY L] o
o — e ———————— R — i
L2 e Click on the Save icon if you have more receipts to enter
7]
Add [+
Receivable Type: @ Accruzl Click on the Save & Return icon after the last receipt entry
Current Year (XR) [] Via Revenue Date:
Receivable Number Description: |14 SH-OH APPRTMT FEBJUN 14 |
G Vendor:
Fnd Resc ¥ Objt 50 Goal Fune CstCtr Ste Mngr PO Mumber:
Account: |D'?U—'?E-lU—U—EIE’?'?—ClCl—Eu'?EU—UUUU—UUUUUU—UUU—UUUU - | .
Ao Otjet T
Remaining: 13,150.30
Post Recei :
¢ & Enter AR Receipt
Line Ne: information
@ Partial
Receipt Type: o
Final
- o ] Enter Partial or Final
q : 315020 Date: 07/01/2014 =
Payment
Over/Und. Amount |:| Description: CK 4842 Partial Payment
OverlUnd. Object Use $0.00 as a final
Deposit Number: 0707114 Debit Account: payment to close the

receivable




Posted Recelvable Payment
(Logged in FY2 to post receipt to FY1 receivables)

i a5 GLAR - Receivable Sum 39 - UNION ELEMENTARY

File  Options Help

B + X X E |n u Saved receipt information displays below
:_J’Tdated Successfully (AR-RECEIVED) : Number : 400002 )

==

oY

Receivable Type: @ Accrual
Current Year (XR) [ ] Via Revenue

Date: [06/30/2014 |- |

Receivable Number: | 400002 | Description: | 14 SH-OH APPRTMT FEB-JUN 14

Reference: 62927 |
Fnd Resc ¥ Objt 50 Goal
Account: |EI'?D—'?E-l[l—EI—EIIE'?'?—EID—E?EWDD—DDUDDD—UDD—DDDD - |

Vendor: 001016 |

PO Number: | 101342 |

Amount: | 13,150.30|
Rev Object: 9209 | Receipts to date: | 3,150.30|
Audit Date: 562014 it Time: 09:26 Audit 1D: 6248 Remaining: | 10.000.00)

Date P/F Description Amourt Recwd  O/U Amount O/ Objt  Deposit Mo,  Audit Date  Audit 1D

b1 CK 4342 Partial Payment

| ¥r- 15 Dist: 39 Site: 0000 | 5/7/2014 | AM 11:32

BE SURE TO POST CASH DEPOSITS FOR ALL RECEIVABLE PAYMENTS s




Open Recelvables Report (ARS300

(Logged in FY2 to print outstanding FY1 receivables)

r %
ﬁ‘ 55 ControlCenter 90 - 5.C.COUNTY OFFICE OF EDUCATICN QSS/A0ASIS (1L414) | = | = x |

File Wiew District Year Messages Window MNews Help+Video

l_—_| E,? Finance -

AR (AR, XR, RR - No invoicing) Click on Finance Job Menu

AR (Invoicing and Biling Management - RI
------ Budget Development
Budget (Transfers, s, Summary Rules, Ind Cost Rules)

:E Finance Job Menu

Click on Open Receivables

Journals, Transfers (DC, JE; &, TV) Repﬂrt {ARSSDD)

ﬂ Manual Payrall Encumbering

------ @ Payroll Transfers /
Warrant Management (Cancels, Hand Issues, Recon

=] g AP [ Purchasing

E% Finance
F-[C Accounts F'a_l,lable Reports

------- ﬂ' Accounts Payable
| I R AP Batch Maintenance

-[§ Receivables Financial Repart [ARS500)
[E] Receivables Histary Report [ARS5400]
[£) Receivables Reconciliation Report [AR5510]

[Z] Receivables Transaction Report [ARS5100)
Feceivables Receipts Repart [ARS5200)

- Current v'ear [&RS5301)

------- Purchasing Master Files

------- Purchase Qrders [ Requisitions

"""" Receiving /PO Expand the Accounts Receivable ot - Curent Year [ARS5D1)
....... e Requisition Routing Mast] b - Current ear [2R5401)
_ Reports (No Imromlng) List Report - Cuftr [ARS511)
"""" Vendor Maintenance - - = actions Report [AR5101)
Last Run: 05/01/2014 07:26:39 I E’| Current Feceivables Receipts Report [ARS201] 4




Re-run Open Recelvables Report
to View Updated Balances
(ARS300)

(Logged in FY2 to print outstanding FY1 receivables)

35 UNICH ELEMENTARY OFEN BRECEIVAELES J5533 AR3300 H.O0O0.0€ 05507714 PAGE
FYl COFEN RECEIVAELE3 TC DATE FRCM 000000 TO 555555
HUMEER DE3C Fnd Re=sc ¥ Objt 30 Goal Func C=tltr 3te Mngr E3TIMATED [ rECETVED BALARNCTE GL-0E REFERENKTE
400001 ERATE BEEFUHD

0l10-0000-0-553&€-00-0000-B200-000000-500-0000 SE&,000.00 0.00 5&, 000. 00 5209 315030
400002 14 3H-OH AFFRIMT FEE-JUNH 14

07T0-7240-0-BE€TT-00-5750-0000-000000—-000—0000 13,150.30 3,150.30 10, 000.00 5209 EZ2987
400003 EOOD JERVICE BEIMEURIEMENT

13a0-5210-0-B€34-00-0000-0000-000000-000—0000 2,150.00 S00.00 2,650.00 205 0E30l4
TOTALS 72,300,320 €8, €50.00

h 2,650.20




FY1 Payables

(Accruals)
(Estimated Payables)



Clearing FYO Payables
(Estimated Payables)

Before setting up FY1 Payables, clear Prior Year Payables (unpaid FYO
Payables) so that the object 9509 is zeroed out



Clear Prior Year (FYO) Payables

0 Log into FYO (using using INQddF and change to prior year FYO
(where dd is your district number)
Run Open Payables Report (PCL300) from the Finance Job
Menu (FYO Payables)

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

O Log into FYO (using using INQddF and change to prior year FYO
(where dd is your district number)
Run Open Payables Report (PCL300) for FYO payables until it
displays “No Records Found”




Run Open Payables Report (FYO & FY1

(" i ———————

ﬁ‘ Q55 ControlCenter 39 - UNION ELEMENTARY QSS{OAS]S(IAIA]

File View District{ ‘Year ) Messages Window MNews Help+Video ‘
-

| E,? System Admin
EE? e Log in as INQddF

95 AR (AR, XR, RR - No invoicing) Change to FYO & run Open Payables (PCL300) report
% Change to FY1 & run Open Payables (PCL300) report

|
Budget Development i= Job Menu 39-UNION ELEMENTARY QSS5/0ASIS -;I- .

Budget (Transfers, Settings, Summary RY o —eor—Bptions—HelpVider—Description (F—Exmple-{GtriF1)

AR (Invoidng and Biling Management - RI, RF)

= Finance Job Menu

s
Journals, Transfers (DC, TV)
ﬂ " | Bavroll Encumber Search found 7 lines.
anual Payroll Encumbering y— Sl
@ Payroll Transfers ";N%C i Qrid) [F Show Al € Show Only Favorites

g Warrant Management {Cancels, Hand I Search: IF'EIPEIHES

- AP | Purchasing Job Title ICL Hame
EHE? Lookups Create Estimated Payables Liabilities (PORS520) PORS520. JOBGLD
= Ey Settings / Master Fi Estimated Payables Transactions {(PCL100) PCL100.JOBGLD
+- ettings [ Master Files

Open Payables Report (PCL300) PCL300,JOBGLD _:

HE? Fixed Assets [ Stores

(|

Payables Financial Report (PCL500) PCL500.JOBGLD
Eﬂ"'ﬁ? W2 /1059 Payables History Report (PCL400) PCL400, JOBGLD
Eﬂ---E? Human Resources [ Payroll Payables Payment Transactions (FCL200) PCL200.JOBGLD
Payables Recondliation Repart (PCL510) PCL510,J0BGLD

Last Run: 05/07 /2014 08:30:45

There should be no remaining open payables in FYO and there should be no
open payables in FY1 until you begin the current year payablentris.




Open Payables Report

(Logged in FYO0)

F
Main Selection | Sgrts | Accounts
From Paysble Mumber : 000000
To Paysble Mumber : 599359
Report Title : | FYD OPEN PAYABLES|
Sort By : 1-Payable Number
Exclude Open Payables That Have a $0 Remaining Balance : ¥ oz

25 THICH ELEMENTARY JE1S52 Cpen Payables BCLa00 H.00.05 05/07/14 14:14 PAGE 1
EY0 FAYABLES FROM 000000 TS 555555
fumber Vendor Hame Fnd Besc ¥ Cbjt 30 Goal Func Cstltr Ste Mngr Setup amount Liguidated Ealance B0 Kum
200020 000674 PACIFIC A3 & ELECIRIC

gig-o0000-0-5522=-00-0000-B200-000000-012-0000 1,310.13- 0.ao0 1,310.13= 000000
200104 000&5€ OFFICE DEEOT INC.

gig-o0o000-0-4200-00-1110-2100=-000000-400-0000 €4_00- 0.ao0 €4 _00- 2310155
200105 000&5€ OFFICE DEEOT INC.

geg-€s00-0-4200-00-5001-2100-000000-400-0000 £3.585- 0.ao0 €3 .595= 310155
20010& 000ES€ OFFICE DEEOT INC.

gig-o0o000-0-4200-00-1110-2100=-000000-400-0000 17._42- 0.ao0 17.42= 310155
200107 000&5€ OFFICE DEEOT INC.

geg-€s00-0-4200-00-5001-2100-000000-400-0000 17._42- 0.ao0 17.42= 310155
200108 000850 3OUTHWE3IT 3CHOOL & OFFICE 3UFPE

gig-o0o000-0-4200-00-1110-2140-000000-011-0000 137.24- 0.ao0 137 .24= 31014%
200105 000850 3OUTHWE3IT 3CHOOL & OFFICE 3UFPE

gig-o0o000-0-4200-00-1110-2140-000000-011-0000 S_4E&- 0.ao0 g_.46=- 210145




Enter FYO Payables Payment

(Logged into FY1)

— _— |k
.ﬁ' Q55 ControlCenter 39 - UNION ELEMENTARY QSS/0ASIS (1.41.4) LE S I
File View District Year Messages Window MNews Help+Video

Budget (Transfers, Settings, Summary Rules, Ind Cost Rules)

------- - Finance Job Menu

....... ﬂ Journals, Transfers (OC, JE, TF, TV) Log into current FY and
select Accounts Payable to
access Payables Payments

------- ﬂ Manual Payroll Encumbering
....... es, Recon.)
[=]- AP [ Purchasing

Accounts Payab@
AP Batch Maintenance -

Last Run: 05/07/2014 08:30:45 '5/7/2014 3:02PM



Enter FYO Payables Payments

(Logged into FY1)

'S B
E Accounts Payable - Payables Payments (CL) 39 - UNION ELEMENTARY QS5/0ASIS | = | 6 x |

File  Options Window View  Help+Video

P RREEBA X PEPED s -

= Search (F3)
Quick Pay Enter Payable Number and
Payable #: click on "Add Payment"
£
Search
5 Payable # Range: to Date Entered Range: * to -
Vendor ¥ Range: to Date Paid Range: * to -
= Description:
Audit ID:

Search Results (Double-Click a cell or Contral-Enter fwhile in the grid) or Ctd+0 to view details)
Payable Description PO# Vendor # Vendor Name Date Entered  Date Paid Acct
| 300020 10017752758 3/13-4/26 0DODD0 | DOOG74-00 | PACIFIC GAS & ELECTRIC | g5/17/2013




Add FYO Payables Payments

(Logged into FY1)

I [R—
I EP Payment LE -
File  Options
iy f

(B f) Plveas w2 BEZ DAOD
| Add
li —— Click to add a Payables Payment

Payables # 300020 Date:
Description; 10017752758 3/13-4/26
PO # 000000
Fnd Besc ¥ Objt 50 Goal Func CstCtr Ste Mngr Established: Status:
Account: 010-0000-0-5522-00-0000-8200-000000-012-0000 5.131n_13| | |
Vendor No./Address No. 000674 / [00 ~
“endor name/address Remit name/zddress

PACIFIC GAS & ELECTRIC PACIFIC GAS & ELECTRIC

10500 NORTH BLANEY AVENUE P.O. BOX 557300

CUPERTING, CA 55014 SACRAMENTO, CA 55855-7300

EP last updated 07/09/2013 at 11:32:56 by 8542
) . ) Vendor Use uT
Status  Date Invoice Desc & Payment % Lig % Balance Paid Warkt Batch  Hold sddr# | Tax & UT Amount Rate %




FYO Payables Payments

(Logged into FY1)

Click Save icon

Erter LL&> a; | 'g

Add
Payable number: 400001 - SAMPLE ESTIMATED PAYABLE
PO number;. 063014
Account: 010-0000-0-5522 12-0000 Select Paymt_ant
Type P - Partial
Vendor: 000674 - PACIFIC GAS ELECTRIC Type F - Full

Balance:

£2,500.00

Payment type: |P - Partial payment - ] Enter_da_te’
— Description,
Mivohea dakei| (7/N/2014 - & &APBatch
Invoice Description; SAMPLE BAYRELES ELAYMENT
Batchrn.l'rber: 0001 - FYl EAYABLES EAYMENTS - @
PaymentDue: || Payment Amount
. Mote:
CPayment $5°°'°ﬁ° As of 11/3/2011, the positions of the
o —m Payment and Liquidate fields
Liguidate: |havehemrewema:l.

Don't show this message sgain

Use Tax: Use Tax Amount: $0.00

Remit Payments

Address Mo. 00 - | PACIFIC GAS & ELECTRIC

P.0O. BOX 997300
SACRAMENTO, CA 92893-7300

Yz 2015 Dist: 39 Site: 0 GS: W | 5/7/2014 | 4:34:15 PM



Closing FYO Year Payables

(Logged into FY1)

File  Options

HH ﬁ | Mext CL#: <Enter CL#> r“-"g| g

[Add
Payﬁﬁ; m - 1001775275-8 313-4/26 Select Pament |
Account. 010-0000-0-5522-00-0000-8200-000000-012-0000 Type C - Close
T ECT/ Enter a payment type “C”
el B 5] pin to clo_se_ a payable and the
e e e Ty & AP Baton remaining encumbered
S — 2 amount will automatically
e o fill in the Liquidate box.
UseTax: Use Tax Amount: $0.00 Con ah i s
1099: Reconobject 9790
Discount: s0.00 % Net:

Address No. o - Eglggxﬁgﬂgs & ELECTRIC
SACRAMENTO, CA 958997300

[5/7/2014 [3:18:53PM



Run Open Payables Report (FY0 & FY1)

i T —————————————— [F———
Z QSS ControlCenter 39 - UNION ELEMENTARY QSS/OASIS (1.41.4) | o |
File View District{ ‘Year ) Messages Window MNews Help+Video

E? System Admin N
F-‘E? E— Log in as INQddF

96 AR (AR, XR, RR - No invoicing) Change to FYO & run Open Payables (PCL300) report
% AR (Invoicing and Biling Management -RL, RP}[:hang& to FY1 & run Open Payables (PCL300) report

= )
Budget Development $= Job Menu 39-UNION ELEMENTARY QSS/0ASIS .L —

Budget (Transfers, Settings, Summary Rl e —\iew—Options—Help+\ide—Descrptiom(FL}—Bsample{CtivF1)

:= Finance Job Menu

= | - ]
Journals, Transfers (DC, )
ﬂ' | I o Search found 7 lines.
Manual Payrall Encumbering Yiew Show
@ Payroll Transfers TN%( & Gid ) [ﬁ Show all € Show Only Favarites

g Warrant Management (Cancels, Hand T Search: IF'a_I.JabIes

[ AP | Purchasing Job Title ICL Hame
EﬂEy Lookups Create Estimated Payables/Liabilities (PORS520) PORS520,JOBGLD
) . Eztimated Payables Transactions (PCL100) PCL100. JOBGLD
EHET Settings [ Master Files =
Open Payables Report (PCL300) PCL300.J0BGLD b
- Fixed Assets [ Sto
+ E? beed Assets / Stores Payables Financial Report (PCL500) PCL500. JOBGLD
Eﬂ'"B W2 /1089 Payables History Report (PCL400) PCL400.10BGLD
EEI-"E? Human Resources / Payroll Payables Payment Transactions (PCL200) PCL200.JOBGLD
Payables Recondliation Report (PCL510) PCL510.J0BGLD

Last Run: 05/07 /2014 08:30:45

There should be no remaining open payables in FYO and there should be
no open payables in FY1 until you begin the current e_xable entries.




Setting up FY1
Accounts Payables

(Estimated Payables)
(non-PO transactions)



Accounts Payable Year-End

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)

The following illustration shows how the General Ledger 1s affected:

Payables Setup in F1

Accounts Payable Setup E xpenditure/lIncome
(9509) Account
DR CR DR CR
X X
Cash Account Accounts Payable Account
(9110) (9510)
DR CR DR CR
X X




Create FY1 Estimated Payables (FY1)

d 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)

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

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




Set Up FY1 Estimated Payables (EP)

(Logged in FY1)

_ |—I
Accounts Payable - Set Up Payables (EP) 39 - UNION ELEMENTARY QSS/0ASIS _:.;.E. -

(Pl Opfions Yow  HelpYideo Select Set Up Payables (EP)
G F:‘J‘i A "' | in FY1 to add un-encumbered FY1
payables (non-PO payables) that
& Aecounts Payable Seareh will be paid in FY2.

- Credit Memos {CM) Payable # Range: to Diate Entered Range:

W Set Up Payables (EP) Vendor # Range: to Date Paid Range:
-- Payables Payments (CL)
- Liabilities (LB) Description:
= Transaction Maintenance
- Move / Hold Payments Audit ID:
- 1099 Maintenance (AA)

=-EDD 542 Search Resutts (Double-Click a cell or Control-Enter {while in the grid) or Cti+O to view details)
i District Maintenance




Set Up FY1 Estimated Payables (EP)

(Logged in FY1)

Options

HXH L 9EL DR

Click to Save FY1 Payable
Payables & “AUTO" Date: 05/07/FY1 « | @tauishing a Payable in year m.)
Description: SAMPLE ESTIMATED PAYABLE
PO # 063014

Vendor No.JAddress No. (3] 000674 / (00

Vendor name/address Remit name/address

PACIFIC GAS & ELECTRIC PACIFIC GAS & ELECTRIC
10900 NORTH BLANEY AVENUE P.0. BOX 997300
CUPERTINO. CA 95014 SACRAMENTO, CA 95893-7300

Fnd Resc Y Objt SO Goal Func CstCtr St... S Amount Status

|®" 010-0000-0-5522-00-0000-8200-000000-01...




Payables Financial Report (PCL 500)

(Logged in FY1)

# QSS ControlCenter 39 - UNION ELEMENTARY QSS/OASIS (141.4) (mn o=

File View District Year Messages Window MNews Help+Video

% Z:Zh:::dmm Run Payables Financial Report (PCL500) i Payables FI nanCIal

....... S| 7 (4, %, AR Mo veicn) to view Established Payables Report (PCL500)
....... ) AR (Invoicing and Billing Management - RI, RP) d isplays ALL paid
and unpaid payables
entered for the

Budget Development = Job Menu 39-UNION ELEMENTARY
------- Budget (Transfers, Settings, Summary

File View Options Help+Video Description (F1) Example (Ctrl

= AeE P F@EHH

Search found 7 lines. /

------- G Manual Payroll Encumbering iew Sha
...... @5 payrol Transters o Gid) ‘ @ Showdl € Show Only Favorit/ ‘ I d . f I
/
------- Warrant Management (Cancels, Hand I Search: IPayabIes / O g g e I n I S C a ye a r
H- AP | Purchasing Job Title JCL Name
EHE Lockups Create Estimated Payables/Liabilities (POR520) / PORS520,JOBGLD
) ) Estimated Payables Transactions (PCL100) / PCL100,J0BGLD
EHB Settings / Master Files
Cpen Payables Report (PCL300) ‘ PCL300.J0BGLD
El"'E? Fixed Assets / Stores ¥| Payables Financial Report (PCL500) PCL500.J0BGLD
EE'"'B W2/ 1099 Payables Histary Report (PCL400) PCL400.JOBGLD
EEI---E? Human Resources / Payrol Payables Payment Transactions (PCL200) PCL200.J0BGLD
Payables Recondliation Report (PCL510) PCL510.J0BGLD
Last Run: 05/07 /2014 08:30:45
400002 O00ESE QOFFICE DEPOT INC. gig=-o0o0o00-0-4200-00-1110-2100=-000000-400-0000 a,0231.00 12345€
400001 oo0ETS PATIFICT GA3 & ELECIRIC 0i10-0000-0-53522-00—-0000—-8200—000000—-012—-0000 2,300.00 €3014
400003 000850 SOUTHWEST SCHOOL £ QFFICE SUEP geg-€s00-0-4200-00-5001-2100-000000-400-0000 1,750.00 TES1O

TOTAL DIJTRICT (APFY) T,281_.00 ++2==




Entering Payments
For FY1 Payables

(Estimated Payables)

(Logged in FY2)



Post FY1 Payables Payments

(Logged in FY2)

_ >
=" Accounts Payable - Payables Payments (CL) 39 - UNION ELEMENTARY Q55/DASIS [ e

File  Options  Window  View  Help+Video

PRPRESE P PDED| 25 -

=~ Al::::nl.l'ts Payable Search (F3)

Enter Payable Number and
click on "Add Payment"

Quick Pay
Payable .
400001
Search
Payable # Range: to Date Entered Range: v to
“endor # Range: to Date Paid Range: * to
Description:
Audit 1D:

Search Results (Double-Click a cell or Control-Enter fwhile in the grid) or Cid+0 to view details)

Payable  Description PO # Veendor # Vendor Name Date Entered  Date Paid
4poon1 | SAMPLE ESTIMATED 053014  0DDG74-po | PACIFICGAS & ELECTRIC | ps/07/2014




FY1 Payables Payments

(Logged in FY2)

(= Add Payable

Click Save icon

Frter LL&> a;| @

Add
Payable number: 400001 - SAMPLE ESTIMATED PAYABLE
PO number: 063014 t
Account: 010-0000-0-5522-00-0000-8200-000000-012-0000 £ Paymt_ant
Type P - Partial
Vendor: 000674 - PACIFIC GAS ELECTRIC Type F - Full

Balance: $2,500.00
= ] Enter date,
— Description
Invoice date: 07/01/2014 k‘/ & AP B[\'atch’

Imvoice Description: SEMPLE PAYZBLES PAYMENT

Payment type: |P - Partial payment

Ba'hchmrrbar: 0001 - FYl PAYABLES EAYMENTS - @

PaymentDue: |- | ~ Payment Amount
$500.00

Payment: Note:
C : As of 11/3/2011, the pasitions of the
Payment and Liquidate fields

Dion't show this messsge agsin
Use Tax: Use Tax Amount: $0.00
1099: Recon object: 9790
Discount: 5000 = Met:
Remit Payments

Address No. 00 = | PACIFICGAS & ELECTRIC

P.O. BOX 997300
SACRAMENTO, CA 95893-7300

Yr: 2015 Dist: 39 Site: 0 G5: W | 5/7/2014 | 4:34:15 PM



Payables Payment Transactions Report
(Logged in FY2)

rﬂ‘ Q5SS ControlCenter 39 - UNION ELEMENTARY QSS/OASIS (1.41.4) (| o e S
File  Wiew District Year Messages Window MNews Help+Video
E? System Admin -~
EIE? Finance Run Payables Payment Transaction Report (PCL200)
------- ~E| AR (AR, ¥R, RR - No invoidng) to view Payables Payments

------- : AR (Invoicing and Biling Management - RI, RF)

P

Budget Development = Job Menu 39-UNION ELEMENTARY
------- Budget (Transfers, Settings, Summary R‘

( ------- :E Finance Job Menu

------- Journals, Transfers (OC, ) 2
Search found 7 lines. /
....... ﬂ Manual Payroll Encumbering L e S
______ @ Payroll Transfers ":N%Q?ED |Vﬁ' Showal € Show EInﬁavnrites
F 4
------- Warrant Management (Cancels, Hand I Search: IF'EI}'EIHES /
EHB Lookups Create Estimated Payables /Liabilites (POR520) / PORS520,JOBGLD
Estimated Payables Transactions (PCL100) / PCL100.JOBGLD
EHE? Settings f Master Files
E? Open Payables Report (PCL300) / PCL300.JOBGLD
+|- Fixed Assets [ Stol
H ixed Assets [ Stores b Payables Financial Report (PcLs00) PCL500.JOBGLD
E'"'E? W2 {1099 Payables History Report (PCL400) PCL400.JOBGLD
EEI---E? Human Resources [ Payroll Payables Payment Transactions (PCL200) PCL200.JOBGLD

Payahles Recondliation Repart (PCL510) PCL510.J0BGLD

Last Run: 05/07 /2014 08:30:45



Payables Payment Transactions Report
(Logged in FY2)

3% THICH ELEMENTARY PAYABLEY PAYMENT TRANSACTIONS JESTT BCLZ00 H.02.02 0507714 BRGE 1
FY1l PAYABLE3Y PAYMENTI IN FY2 Date: 0770172014 - 0773172014 BATCH NO. 0001 FY1 PAYABLES PAYMENTI
eof: o00000 — 9599995
EF HO B KO REQ HO VE HO/ADDR VENDOR HAME TaX ID KO EF DATE DATE PAID 3TATITS
INV DATE INV DE3C Fnd Be=sc ¥ Okjt 30 Goal Fune C=stCtr Jte Mngr UL UL CBJ BATE DI3C RT
1055 ENTERED PAID JTAITSI PAYMENT TU3E TAX AMT DIJC AMT HET FAYMENT
400001 O0€3014 oooET4S 00 FRCIFIC A3 & ELECIRIC 540742€40 07/01/2014 P
07/01/2014 3AMPLE PAYABLE3 EPAYMENT 010-0000-0-5522—-00—-0000-B200—-000000—012—0000 u
H o07/01/2014 P S00.00 0.00 0_00 500.00
TOTAL RMOTNI: s00.00 = o.oo = og.oo = s00.00 =
TOTAL FOR 07/01/72014 S00.00 == o.oQg == o.gQ == S00.00 ==
BATCH WO. TOTAL sS00.00 ===+ g.oQ =+== g.QQ === S00.00 ===
GPAND TOTARL S00.00 === o.oQ === 0.0gQ s&=2 S00.00 ===




Run Open Payables Report

(Logged in FY1)

—— 1k
# QSS ControlCenter 39 - UNION ELEMENTARY QSS/OASIS (L41.4) e o

File View District Year Messages Window Mews Help+Video

------- AR (AR, ¥R, RR - Mo invoicing)

------- AR (Invoicing and Biling Management - RI, RF)

""" Budget Development B Ioh Meru 39-UNION ELEMENTARY Qss/0AsIs el dEh]
"""" Budget (Transfers, Settings, Summary Rl e View Options Help+Video Description (FL) Example (Ctrl+F1)
C EEEEXITELE

------- Journals, Transfers (DC, JBsLE, TV)
Search found 7 lines.

i Shiow
______ % Payroll Transfers ] ’75 Show Al € Show Only Favorites

------ g Warrant Management {Cancels, Hand Isg Search: |Payables

[+ AP | Purchasing Job Title JCL Name

EE'E? Lookups Create Estimated Payables/Liabilities (PORS520) PORS520. JOBGLD
Estimated Payables Transactions (PCL100) PCL100.JOBGLD

EHE? Settings / Master Files —]

. Open Payables Report (PCL300) PCL300.JOBGLD ]
EE'"'E? Fixed Assets / Stores Payables Financial Report (PCL500) PCL500.J0BGLD
EEl"'E? w2 /1099 Payables History Report (PCL400) PCL400.JOBGLD
EEl---E’_j? Human Resources [ Payroll Payables Payment Transactions (PCL200) PCL200.JOBGLD
Payables Recondliation Repart (PCL510) PCL510.JOBGLD

Last Run: 05/07 /2014 08:30:45 !




Run Updated Open Payables Report

(Logged in FY1)

23 THICH ELEMENTIARY JESS2 Cpen Payables BCL300 H.00.05 05/07/14 1€:41 PAGE 1
Yl TFDATED OFEN FAYABLES FRCOM 000000 TO 939399
Humber Vendor Hame Fnd Resc ¥ Cbjt 30 Goal Func Cstltr Jte Mngr Jetup amount Liguidated Balance FD Hum

400001 000€E74 FACIFIC GA3 & ELECIRIC

010-0000-0-5522-00-0000-B200-000000—012-0000 2,500.00 P 500.00 2,000.00 0oE3014
400002 000ESE OFFICE DERDT INC.

0il0-0000-0-4300-00-1110-2100-000000—400-0000 3,031.00 o.o0 3,031.00 12345€
400003 000850 JOUTHWEIT 3CHOOL & OFFICE 3UPE

0BO0-€500-0-4300-00-5001-2100-000000—400-0000 1,750.00 o.o00 1,750.00 0TES10

4ssas ZRAWD TOTALT 4ssas 7,281.00 S00.00 E,781.00




Other Payables Reports

¥4 0SS ControlCenter

File View District Year Go Messages Window MNews Help

90 - 5.C.COUNTY OFFICE OF EDUCATION

assonss B

EB Finance

------- % AR (AR, ¥R, RR. - No invoidng)

=
------- ﬂ Journals, Transfers (DC, JE, TF, TV)
------- ﬂ Manual Payroll Encumbering

AP [ Purchasing
------- ﬂ' Accounts Payable
------- AP Batch Maintenance
------- Purchasing Master Files
------- Purchase Orders | Requisitions
....... Receiving/PO [Preview Available 33.x]

------- az‘ Requisition Routing Master Files

------- ﬂ Vendor Maintenance

Click on Finance Job Menu
to run all Payables reports

N\

B o
E[:l Accounts Papable Reports
----- [E) Accounts Payable Prelist [6PYS00 / APY520]
----- [E) Accounts Payable Sampling Repart [4FY300]
----- [E) APY Prelist Reparts [AFYSUEB)
----- [E] Credit Memo Papments Repart [CMO100)
----- [E] Duplicate Yendar Tax/D Report [TNO100]
----- [E] Liabilty Papments Repart (LBO100) —
----- [£] PayYoucher Transaction Repart [P0100)
----- [£] PayYaucher Payments Repart [PY0200]
----- [£] Purchase Order Encumbering Report (PO0100]
----- [£] Purchase Order Payments Repart (PO0200)
----- [£] Estimated Papables Transactions [PCL100)
----- [2] Payables Payment Transactions [PCL200]
----- [ Revolving Cash Report (RCO100)
----- [E) Travel Claim Payments Repart (TC0M00]
----- [E] Use Tax Report [4FY800]

----- . VendorHisturHHePlt \.u’EDSDD |

Last Run: 05/17/2012 13:41:27

| |5/17/2012 338P1 |

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)




Clear out the “Pipeline” of AP Payables

(District Tasks - 1)

d Run Accounts Payable Prelist

L Accept Defaults
1 Check for outstanding AP payments

(unprocessed batches)
1 Resolve unprocessed AP batches

(J Process the batch
H

Delete transactions and batch




Year End PO Payments/
Close Purchase Orders
(District Tasks - 2)

Reconcile open PQO'’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)

o000 D




Year-End PO Procedures

Step 1: Generate an Open Purchase Order Report

for all open Purchase Orders. (PORSUB)

; " 0SS ControlCenter

File View District Year Go Messages Window MNews Help

Favorites

EHE? Print Manager f Job Menu [ Utilities

Eﬂ'"E7 System Admin Reports are found in
= E? - the Finance Job menu
- Inance

|| AR (AR, ¥R, RR - No invoicing)
s AR (Irvoicing and Billing Man,

-4 Budget Development
. o Budaget (Transfers, Sejlings, Summary Rules, Ind Cost Rules)

o= Finance Job Menu

oo ﬂ Journals, Transfers (DC, JE, TF, TV}

=-|_] Finance
I:I Azcounts Payable Reports
I:I Azcounts Recelvable Reports (Mo [rvoicing)
|:| Budget Reports / Processes
|:| General Ledger Reports / Processes
|3|:| Requistion / PO Reports / Processes

[ Cancel Uncompleted Routing Requisitions [PO<08E]

[ Cloge out Open PO (PCLA20)

[ Creale Estimaled Payables/Lisbiiies (PORS20)  1vun Open

/2 PO Board Report (POXE00) / PO Report

A ----- Z] PO Board Report [POXE0Z)




Year-End PO Procedures

Step 2: Review this Report to identify how to close
all open purchase orders.

90 §.C.COUNTY OFFICE OF EDUCATION OPEN PURCHASE ORDERS J14701 | POR110 | H.00.14 04/20/11 PAGE 12

STEP #1: OPEN PO RPT ALL Y1

NUMBER  VENDOR NAME DESCRIPTION
Line Fnd Resc Y Objt SO Goal Func CstCtr Ste Mngr ENCUMBERED STAT ~ LIQUIDATED BALANCE ~ ENTERED

PB-110185 000865 CALIFORNIA JANITORIAL SUPPLY
1. 800-0000-0-4300-00-0000-8100-800820-000-2300 4,000.00 P 2,693.78 1,306.22  07/07/2010

PB-110187 005210 SAN JOSE TOWING SERVICE WAREHOUSE VERICLES/TOWING
1. 800-0000-0-5617-00-0000-7200-751030-000-2300 300.00 300,00 07/12/2010




Year-End PO Procedures

Step 3: Analyze the Open PQO'’s (POR110) and
determine the course of action:

*%* 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 15t but filled after July 15t (R)

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




Decision

Paths to zero

out all PO’s

Identify Open POs.

action codes for

Resolve open
accountliines by
making payments or
roifing POs.

identify and amalyze

Close and liguidate

Run Opan PO Rapor.

(POR110)

Amaunt ta ral ta
F2 Payahles?

Enter P or F payment
action codas.

{PO Payments)

action codas.

Enter L payment acfion
codes,

(PO Payments)

Make payments on
next AP praducan
un,

(APY200)

Roll F1 POs to
F2 POs.

(PORS10)

Roll F1 POs 1o
F2 Payables.

(POR520)

remaining open POs.

remaining open POs.

Close and liquidata
apan POs.

(PCL820}

> Visual Flow of Year-End Closing
PO Processes courtesy of QSS



Decision Time

lF.... THEN o000
Goods/Services ARE RECEIVED & billed before | Close PO with Partial or Final Pmts
July 15t ‘Business as Usual’

Goods/Services NOT RECEIVED before July 1st, | Keep Order Open in Next Fiscal Year
but will be filled after July 1st ‘ROLL PO FORWARD’ (R)

Create a Liability in PO Payments (FY1)

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

Goods/Services ARE received before July 15,
but not paid (no Invoice received before AP Cutoff?)

= | W N -

Goods/Services NOT received and order will CANCEL the PO using POCO or
NOT be filled Request TDSD do a MASS CLOSE




2

Procedure for Rolling PO's

‘ (How-to Steps)

%

(R)

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)




| 3 QsS ControlCenter

|_:_| ﬁ Finance

-~ 3| AR (AR, ¥R, RR -No invoicing)

.o‘
AR (Invoicing and Biling Management - RI, RP)

Budget Development
Budget (Transfers, Settings, Summary Rules, Ind Cost Rules)

Finance Job Menu

Select Accounts Payable

ﬂ' Journals, Transfers (DC, JE, TF, TV)

ﬂ Manual Payroll Encumbering

@ Payroll Transfers

B VLD Payment Processing
Warrant Management {Cancel
- AP [ Purchasing !

i AP Batch Maintenance

and Issues, Recon,)

Set Up Roll PO Amount to Next FY

90 - SCCOE (COPYSC) QSS/OASIS (1.48.0 =)

File View District Year Messages Window MNews Help+Video

File  Options View  Help+Video

 PRVRLFA XM= BEW

Search (F3)

Select PO
Payments




& Add PO Payment *

-] 3¢ |4 Quick View NextPO#: <Enter PO#> <line> o | I

PO number: 120248 -
Line: 0001 Account: 800-0000-0-5500-00-0000-8100-754000-000-2300
Budget balance: -$11,592.75
Vendor: 020473 - ALLIED WASTE NORTH AMERICA LLC

Balance: | 514,165.00]
Payment type: |L - Create & Liasbility / w
. M - Credit Memo ~
Invoice date: b

-\ - Notatien
L P - Partial Payment
“|L - Create & Liakility

R - Carry Forward to Next FY (Rollowver)
X - Close immediately
E - Encumbrance change

Payment due: Z - Encumbrance change immediately 14
. Note:
aymen: | $°'°°|EA=ofm11.mpmiuum of the
} Payment and Liguidate fields
Liguidate: | | have been reversed.
Don't show this message again

Use Tax: Use Tax Amount: $0.00
s
Discount: [] % Net: $0.00
Remit Payments:

Address Mo 00 |%| |ALLIED WASTE NORTH AMERICA LLC
PO BCX TE229

1 Address PHOENIX, AZ 85062-8829

After data entry, be sure to save transaction

¥r: 2012 Dist: 90 Site: 0 GS: W | 5/15/2012 | 2:20:12 PM .-

Set Up Roll PO Amount to Next FY

Select the R option
for Payment Type

Liguidation amount =
encumbrance amount
you wish to rollover to FY2




Process Roll Forward of
PO's to

+ 0SS ControlCenter 90 -
File View District Year Go Messages Window Mews Help

Next FY

5.C.COUNTY OFFICE OF EDUCATION

|___| E? Finance

AR (AR, ¥R, RR - No invoidng)

AR (Invoicing and Biling Management - RI, RF)
Budaet Development
Budget (Transfers, Settings ry Rules, Ind Cost Rules)

L 1—1]
|-:— Finance Job Menu

ﬂ Journals, Transfers (DC, JE, TF, TV)
ﬂ Manual Payroll Encumbering

E Payroll Transfers

Warrant Management (Cancels, Hand Issues, Recondilliation)
H AP / Purchasing

_:lE? Lookups
- %739 Account Lookup

V\aﬂ Vendor Lookup
EE? Settings / Master Files

@ Account Maintenance
@ Chart of Accounts [ Beginning Balances

a Clearing Rules, Control Objects, District Definitions

I

a‘.ﬁ) Cptions, Odometers, Control Dates, SACS Tables, Fund

EH-: ! Fixed Assets [ Stores

1. Select the Finance Job Menu

2. Open Requisition Reports/Processes

3. Select Roll POs to Next
Fiscal Year

/

tz Payable Feports
Receivable Reports (Mo lnvoicing)
¥eports / Processes

Cloge out Open POz [PCLS20)
Create Estimated Pavables/Liabilities
----- &) PO Board Report (POXE00)
----- &) PO Board Report (POXEOZ)
----- & Purchase Order Report wWriter [P0
----- Ei] F'urchase Order Surnmary b}l Bu

|
Roll F'EI sl Mext Fizcal Year [PORSTO0]

----- 2] Update Nal‘nem‘.-’-‘«ddres&es of Employes Vendu:urls with data from HR

|

Last Run: 06,/01/2012 13:45:58

_ | Vr:2012 Dist:90 Site:0 GS: W | 6/1/2012|2:32PM




Run Test of Roll Forward

Run this process in Report ONLY mode first
Main Selection | Accounts .

Select User ID or leave blank for all users

\%FY'I PO List to Roll to FY2
Select Payments Entered By User ”

(Leave blank for all users)

Update? = [orihy) £z

Pl e Y - Update ‘R’ payments with date paid, create POs in Mext FY, and produce report

Increment FY Field During Update : N - Roll accounts as they are -

Mate: This question is anly relevant to sites that have a FY field in the account string.

Important Notice
When this jobislaunched in "Update’ mode. each 'R’ transachon will be "rolled” into a purchase
order in the newyear and can potential ly update volumes of data.




5 Review "PO Roll Forward Report"
[TY (POR510)

rep

d Use QCC Print Manager to review report
eat
1 Make any corrections & run report again >

d 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)




Complete the Roll of FY1 PO's to FY2

Report TNg : | Process FY1 PO Rollto FY2

Select Payments Entered By Usely I:I [Leave blank for all users)

Update? |Y - Update 'R’ payments with date paid, create FOs in Next FY, and produce report w
Fiscal Year Update

Increment FY Field During Update {N - Roll accounts as they are v

Mote: This guestion is only relevant to sites that have a FY field in the account string.

Important Motice
When this jobis launched in "Update’ mode, each 'R’ transaction will be "rolled” into a purchase
order in the newyear and can potentially update volumes of data.

% || 1T ] _

*** 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

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
OTI by using the PO/Req Xyr Mass Synchronization option.




(How-to Steps)

Run PO/Req Xyr

EB? AP [ Purchasing
------- ﬂ‘ Accounts Payable

=
'. AP Batch Maintenance

....... 5| Purchasing Master Files

o
'. Purchase Orders / Requisitions

Mass Synchronize (FY2)

-
[3 Purchase Orders / Requisitions

90 - SANTA CLARA COUMNTY OFF QOF EDU

File  Options  Help+Video

Y 4 |7 B

|@Nntes - Attachments

Requisitions Purchase Orders

1. Select Purchase Order Tab
2. Enter rolled PO number
3. Select Search icon

1 record found.
Purchase Orders

Fiscal Year: |17 - |<PLI‘G|1BSE Order #: 1ED'DDB>

Requisition & -

| Advanced Search |

|

PO Reg#  Date

E?tt;'ed Vendor  Vendor Mame

160008 | 000000 @ O7/01/2006 | 077012016 | 021062 CHEFS CHOICE FRODUCE CO

Date :
Amourt Printed Site

10,193.83




) Run PO/Req Xyr
% ass Synchronize (FY2)

i @)§® SeveondRetum 2 F DeleteP0 B Changeorder ' | [ B [
I Save F9
PO: 16 DISTRICT
Set Override Password Alt+P
Py |  Change Purchase Order Ctrl+F2 Requistion
A | Extend Purchase Order Ctrl+F1 Requisition:
¥ Change Order Ctrl+F2 Submitted by:
¢ Delete Purchase Order Ctrl+F8 SHip to:
) Inspect Purchase Order Ctrl+F5
. Delete Row Ctrl+F7
4 Add Account Ctrl+Shift+F6 —
) ﬂ' Purchase Orders / Requisitions 90 - SANTA CLARA COUNTY OFF OF EDU
W] Change Account Ctrl+Shift+F3 |
@ Return Additional Address F8 l File  Options
Al PO/Req Xyr Synchronize Ctrl+C 1 i Mass Sync (? Clear Fields ﬂ Close | @
PO/Req Xyr Remove Synchronization  Ctrl+U
PO/Req Xyr Mass Synchronization Ctrl+M
Grid Qutput Shift+F11 | To Year |F‘I'23] From Year- E
.Q Print Screen F11

& Select All ] Clear All

- Ta PO Req Date L Vendaor
District Year Mumber Mumber Entered Description Mumber Vendor Name




Run Mass Sync (FY?2)

"[§ Purchase Orders / Requisitions 90 - SANTA CLARA COUNTY OFF OF EDU QSS/OASIS
| File Options
l; pﬁﬁrch@ﬂﬁrﬁelds ¥ Close | g

To Year: From Year:

Select All Clear All

District $:ar E.Igmber Eﬁaber E?tt:red Description :ﬁ:ﬂdb‘; Vendor Name Site Site Mame
v 0580 | 2017 160008 | 970685 | 07/17/2015 |KITCHEN FOOD-PRODUCE 021062 |CHEFS CHOICE PRODUCE CO D000
080 | 2017 162065 | 972045 | 11/18/2015 |PARKWAY SHARE OF PG&E 000505 |CAMPEELL UNION SCHOOL DISTRICT D000
050 (2017 163011 | 970048 | 07/01/2015 |WATER SOFTNER 004882 | RANDAZZC'S WATER CONDITIONING D000
050 (2017 163150 | 570040 | 07/01/201% |PARTS FOR CLEVELAND KETTLE 010241 |INDUSTRIAL ELECTRIC SERVICE D000

Select All or individual rolled POs to synchronize




2 Run PO/Req Xyr Synchronize (FY2)
[ (Single PO/Req)

[ J
[
File | Options | Help
: @)@ SaveandRetum F2 K Delete PO B | Change Order
Save Fg
po:1¢ JOL DISTRICT
Set Override Password Alt+P
Pl # | Change Purchase Order Ctrl+F9 Requisition
H¥ | EdendPurchase Order Ctrl+F1 Requisition:
%] Change Order Ctrl+F2 Submitted by:
¥ Delete Purchase Order Ctrl+F8 Ship to:
4 Inspect Purchase Order Ctrl+F5
. Delete Row Ctrl+F7
s Add Account Ctrl+Shift+F6
¥ Change Account Ctrl+Shift+F9
Return Additional Address F8
| PO/Req Xyr Synchronize Ctrl+C :[D
PO/Req Xyr Remove Synchronization  Ctrl+U
PO/Req Xyr Mass Synchronization Ctrl+M Remit
CAMPREL] |IMIMK SCH




Run PO/Req Xyr Synchronize (FY2)
(Single PO/Req)

COUNTY OFF OF EDU

Fil: i
mc'm i Confirm Requisition # and then click the Synchronize icon

FY: 16 RQ: 972049 PO: 162065 VE: 000905/00 CAMPBELL UNION SCHOOL DISTRICT

Change Order: NJ/A

Date Paid: 04/05/2016

Date Printed: 11/24/2015 /] 8217-11/23/2015-08:17:52 _
( Mew Reguisition Number To Assign: )
Reguisition

Reguisition: 972049 Purchase Order: 162065 Contral #:

Wwarehouse: Stores Order:
Wendor/Addré: 000805 ; [00-155 N. THIRD STREE ~ | Date:  11/18/2015 Released:
PO Type: |PE - BLANKET PURCHASE ORDERS ~| Delivery By: 06/30/2016 Cenfirming: [0 - No confimation message -]
Description: PARKWAY SHARE OF PG& E Tax %: 8750 | % Ship To: 0001 [SANTACLARA COE (D001 -]
Submitted by: L. RELOBA X-1862 Terms: MET 20 Commedity: [3UTP - UTILITIES-POWER -
Site: 000D | | -| FOB: DESTINATION
Buyer B3 Program: Misc Date: Misc:
Room: Discount: 000 % Shipping %: 00
Accounts
Ln Fnd Resc ¥ Objt 30 Goal Func CstlCtr Ste Mngr Prior Encumbrance Remaining Balance
> 120-6105-0-5600-00-0001-8700-872504-000-5400 22,000.00 0.00

Address (00) | Additional | Shipping | Beg Message™ | End M

Wendor Remit

CAMPBEELL UNION SCHOOL DISTRICT CAMPEELL UNION SCHOOL DISTRICT
155 N. THIRD STREET 155 M. THIRD STREET
CAMFPBELL, CA 95002

CAMPBELL, CA 95002

_I 5/9/2016 | 2:56:13 PM




3 Procedure to Set Up PO Liabilities
(L)

Path #3

» Goods/ Services received before July 1 — but
no payments were made

» Create a Liabllity in PO Payments (FY1)

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




Set up Liability PO Payment

3
[N (Logged inFY1)

.' = Add PO Payment [
File  Options
Il b b A% netpoz <enterposs <tines 1| 4 PO Quick view [ e Enter correct amounts
| - to close PO:
PO number: 7. OMPUTER SUPPLIES FOR SpEd
Budget bal — 2:;1;23 . o o7 0 payment
:mi o After data entry, be sure .. .
Use the PO Payment e TR RSO to save the transaction 0 |IC]UIdatI0n
option in Accounts o
p Gavmenttwe: L - Create a Liability vD ° Payment and

Payable to create ———

N S——__ Entordated liquidation do not
PO Llabllltles Invoice description: FY1 Computer Supplies Description have to be equal.

Batchnumber: - @
rometa ]
- Mate: [ 1 1 1 -
Payment $U-Ooﬂkﬁ%ﬂ'@daﬁgﬁofh LlCIUldatlon
— Payment iqui
Liquidate: £3,000.00 have been ed. HI-
e Biecieroess " remaining balance
Use Tax: |10 i = | Use Tax Amount: $0.00

on the PO

Discount: 0.00 % Net:  £0.00

Remit Payments:

Address No: Il I 4 FRYS ELECTRONICS

600 EAST BROKAW RD
2 Addresses SAN JOSE, CA 95122

Yr: 2014 Disk: 90 Site: 0 G5: W | 5/8/2014 [9:12:03 AM




5 Create Estimated PO Liabilities
" Report Only (POR520

’ (Logged in FY1)

g 0SS ControlCenter 90 - S.C.COUNTY OFFICE OF EDUCATION
File View District ‘Year Go Messages Window Mews Help

|_—_| B Finance 4]

AR (AR, ¥R, RR - No invaicing) 1. Select the Finance Job Menu
AR (Invoidng and Biling Management - RI, RF)

Budget Development 2. Open Requisition Reports/Processes

Budget (Transfers, Settings ry Rules, Ind Cost Rules)

.
|-:r— Finance Job Menu

3. Select Create Estimated
Payables /Liabilities

ﬂ Journals, Transfers (DC, IE, TF, TV)
ﬂ Manual Payroll Encumbering
------ @ Payroll Transfers

Warrant Management {Cancels, Hand Issues, Recondilliation) | (= a Finance
H AP { Purchasing

—:|E? Lookups

3

e t Loaky
FraUntLookup l:l D Fequigition / PO F!epc-lts / Processes
@ Vendor Lookup - &) Cancel Uncompleted Houting Hequizsitiong/ [POX03E)
B Clnes ot OQres PO (PO 920)
—| -~/ Settings / Master Fil =t
= E:‘? ettings / Master Files ||§| Create E stimated Payables/Lisbilties [PORS20] | =
% Account Maintenance T PUBoad Repart [PORE]
o PO Board Report [POXE02)
Chart of A ts /B Bal @
% art of Accounts / Beginning Balances @ Purchaze Order Repaort Writer [PORSLEB]
ﬁ Clearing Rules, Control Objects, District Definitions - & Purchase Or
a‘g‘ Options, Odometers, Control Dates, SACS Tables, Fund % :urliz:ggsetﬂ;q FFrecalVea [PORST] )
o = to Mext Fizcal ear
|—__—|L .l-’ Fixed Assets [ Stores - [E] Update Mames/bddresses of Emplopes-endors with data from HR

Last Run: 06/01/2012 13:45:58 | ¥1:2012 Dist:90 Site:0 GS: W | 6/1/2012 [2:32PM




Create Estimated PO Liabilities
Report Only (POR520)

Run this process in Report ONLY mode first
Main Selection |.Fu:=cmnts "

Select User ID or leave blank for all users

eport Title : ~ FY1 PO Liabilty Report
Select Payments Entered By s (Leave blank for all users)

Update?

M - Produce report {onby)
Fiscal Year Update Y - Update "L’ payments with date paid, create Lisbilties, and produce report.

Increment FY Field During Update : N - Roll accounts astheyare

MOTE: This question is only relevant to sites that have a FY field in the account string.

Important Motice
YWhen this jobislaunched in "Update’ mode, each 'L’ transaction will be “rolled” into a payable in the
new year and can potentially update volumes of data.




Review PO Estimated Liability
2] Report for FY1 (POR520)

d Use QCC Print Manager to review report )
eat

rep

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

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

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

=




; Create Estimated PO Liabilities
(7Y (POR520) FY1

Main Selection |Pmﬂ;s| /
Select User ID or leave blank for all users / I
\%Fﬂ PO Lighilty Report
Select Payments Entered By Users (Leave blank for all users)
Update? - Update 'L’ payments with date paid, create Liabilties, and produce report. - =

Fizcal Year Update

Increment FY Field During Update : N - Roll accounts astheyare

MOTE: This question is only relevant to sites that have a FY field in the account string.

Important Motice
When this job iz launched in "Update’ mode. each 'L’ transaction will be "rolled” into a payable in the
new year and can potentially update wolumes of data.




Create Estimated PO Liabilities (FY1)
Compare Pre-List & Update

30 5.C.COUNTY OFFICE OF EDUCATICN PO to Liabilities Report JT054 PORS20 H.01.02 05/08/14 PAGE 1
FY1l PO LIABILITIES
Vandor Name PO Num Line EP Mum Fnd Resc ¥ objt S0 @oal Func CstCtr Ste Mngr Amount Message
2096 Fmys sEcTRowIcs 740057 1> §20-6500-0-4368-00-5001-2700-400800-000-5700 100000
18010 ICS - INTEGRATED COMMUNICATION 740177 1 =» B20-£500-0-5500-00-5750-8100-754325-000-5713 So0.00
4819 Q55 QUINTESSENTIAL SCHOOL SYS. 740664 1 =» 830-0000-0-5800-01-7110-7700-760320-000-6200 3,500.00
5845 TADCO SUPPLY 741133 1 => 800-0000-0-9325-00-0000-0000-751060-000-2200 3,399.53
Report total: 10,399.53
20 5.C.COUNTY OFFICE OF EDUCATICM D0 to Liabilities Report JTOEE PORS20 H.01.02 05/08/14 DPACE 1
FY1 PO LIABILITIES @
Vandor Name PO Num Line EP bali‘nd Resc ¥ Objt S0 Goal Func CstCtr Ste Mngr Amount Message
2086 emvs sscrRowzcs | 740057 1 —> 400007 |820-6500-0-4368-00-5001-2700-400800-000-5700 100000
18010 ICS - INTEGRATED COMMUNICATION 740177 1 ==> 400008 |820-6500-0-5500-00-5750-8100-754325-000-5713 S00.00
4819 Q5SS QUINTESSENTIAL SCHOOL SYS) 740664 1 =» 400009 |390-0000-0-5800-01-7110-7700-760320-000-6200 3,500.00
SB45 TADCO SUPPLY 741139 1 == 400010 |200-0000-0-9325-00-0000-0000-751060-000-2200 31,399.53
\ ) Report total: 10,3959.53




4 Close Remaining Open POs (FY1)

Path #4

If Goods/Services NOT received before July 15t , 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 liguidated 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)




a To Do Before Requesting TDSD
(7Y to run PO Mass Close

° (How-to Steps)

d Run Financial Activity Report (FAR110) in FY1
 RefType =PO
« Verify no negative encumbrances

d 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




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.




' Accounts Payable - End of Year Mass L/R Transactions 36 - SARATOGA UNION (SC-QA) = [m} X
File Options View Help+Video
PRRNEBA XM= YEW 2

1= Accounts Payable — Search (F3)

use any or all of the combinations
to pull up groups of PO's by:

- Amount (ie >= $0.00)
- Vendor

- PO Number ranges
5999999999599, 00 - Account

- Search Results (192 records) scroll to view => 3
: 4p Add L/R Transactions
PO% | LN Description PO Date Regt Vendor Vendor Name Fnd Resc ¥ Objt SO Goal Func CstCtr Ste Mngr % Balance ‘L' Post A

910119 2018-2019% RENTAL QUENCH USA INC

07/05/2018

000220

003182

910-0000~-0-5558-00~0000~8200~008201~005-0000

418.08

CALIRONICS
510120 01 |COPIERS 07/05/2018 |000221 001175 BUSINESS SYSTEMS 010-0000-0-5622-00-0000-7300-007300-004~-0000 10,922.566
510121 01 |OFFICE COPIER 07/08/2018 |000222 001176 TGS 010-0000-0-4310-00-1110-1000-001810-007-0000 B2.18

BUSIHNESS SYSTEMS
COMCAST

51013¢€ INTERNET ALL SITES 07/13720182 |000240 001854 010-0000-0-5530-00-0000-8200-008201-005-0000 5,271.50

510137 01 |INTERNET AT RMS 07/13/2018 |000241 001854 COMCAST 010-0000-0-5930-00-0000-8200-008201-009-0000 2,099.70
510145 01 |MAINTENANCE SUPPLIES AND PARTS |07/1€/2018 |00024€ 0030€9 m;il:ms : EI DmIm 050-8150-0-4380-00-0000-8110-081500~005-0000 8,840.29

CUSTODIAN SUPFLIES

JC PAPER

510147 01 |HVAC SERVICE AND PARTS 07/1€/2018 (000249 003245 AIR mr:l;;' 050-8150-0-5830-00-0000-8110-081500-005-0000 12,876.00

STAPLES BUSINESS

S1014€ 07/1€/2018 |000248 0003€€ 010-0000-0-4380-00-0000-8200-008200-005-0000

5,€37.14

910148 01 |CUSTODIAN SUPPLIES 07/1€/2018 000250 002558 010-0000-0-4380-00-0000-8200-008200-009-0000 1,18€.09%

510145 CUSTODIAN SUPFLIES 07/1€/2018 |000251 000735 010-0000-0-4380-00-0000-8200-008200~-005-0000 18,€55.88

510150 01 |MAINTEHANCE SUPPLIES AND PARTS |(07/1€/2018 000252 000301 GRAINGER INC 050-8150-0-4380-00-0000-8110-081500-005-0000 11,€5%9.€8

NEW method to Liquidate PO’s
before Year End Mass Close



E Accounts Payable - End of Year Mass L/R Transactions 36 - SARATOGA UNION (SC-QA) QS5/0ASIS
File Options View Help+Video

W 209

= Accounts Payable
- PO Payments (PO) Balance /Vendor/PO#  Accounts
- Pay Vouchers (PV)
- Travel Claims (TC)
- Credit Memos (CM)
- Revolving Cash (RC) District: |36 - SARATOGA UNION 5D
Papeien Pageemi 1)
= s

- RQ/PO/CL Cross Reference (PR)
=- Transaction Maintenance

—Search Results (192 records)
- 4p Add L/R Transactions |

PO$ | LN Description PO Date = CstCtr Ste Mngr % Balance 'L" Posted i 'R' On File
510148 CUSTODIAN SUPPLIES 07/1€/2018 0D-008200-005-0000 1,18€.09 a.o00 a.00
510149 CUOSTODIAN SUPPLIES 07/1€/2018 0-008200-005-0000 18,€55.88 o.oo 0.00
510150 MAINTENANCE SUPPLIES AND PARTS 07/1€/2018 D-081500-005-0000 11,€55.¢€8 0.00 0.00 |

9101€0 ACA TRACKING 07/1€/2018 D-007300-004-0000 1,122.50 0.00 0.00 i

9101l GOPHER TRAPPING SERVICE 07/1€/2018 D-081504-005-0000 3,025.00 o.oo0 o.oo0
91012 GOPHER TRAPPING SERVICE 07/1€/2018 D-095007-001-0000 1,175.00 0.00
9101€3 GOPHER TRAPPING SERVICE 07/1€e/2018 D-0588007-001-0000 1,775.00 0.00
5101€4 VERIZON WIRELESS SERVICE 07/1€/2018 pD-008201-005-0000 1,605.21 o.o00 0.00 o.00
510le4 VERIZON WIRELESS SERVICE 07/1€/2018 D-0€5005-003-0000 314.52 o.o00 a.o00 a.00

S101€5 POSTAGE METER 07/1772018  Ib-007300-004-0000 125_07 0.00 0.00 0.00

RS eSS Ee0ES| 5/21/2019 | 4:18:23PM




= PO Payment - Details — *

. S Example PO-
Tk Xf‘] y, + BEFORE Closing o | Quick View Next PO | @ PO Quick View | g [ [ W) votes - %

PO Number: FY: Description: [MAINTENANCE SUPPLIES AND PARTS | PO # 910150 - FY 2019
PO Status: Y Discount: %
Balance = §11,659.48
Vendor No.jAddress No. [o00301 |/ [00- DEPT 810124198 v| Attach REQ: N 4
Vendor name/address Remit name/address
GRAINGER INC GRAINGER INC
DEPT 810124198
PALATINE. IL 60038-0001
Fnd Resc ¥ Objt SO Goal Func CstCtr Ste Mngr \
E‘ 1 050-8150-0-4380-00-0000-8110-08 0-009-0000
Payment Use | UT Rate SUT | UT Vendor Hold
e Date Invoice Description § Payment § Liquidate | Discoun Discount % SNet | §Balance | % | Amount | O 1099 | pjdress | Dete Paid Wamant | Batch Flag Wr Status Audt ID | Audit Date Aud
1 P-Parial | 07/20/2018 | 9853086487 1.485.90 1.489.90 |N 0 148950 1651010 (N 0 0 N 00 08/07/2018 36018959 | 108 QUTSTANDING B211 08/03/2018 16:0f
2 P - Partial 08/07/2018 | 9869453168 38454 38454 N 0 38454 16,12556 |N 0 [1] N 00 08/30/2018 36019031 116 OUTSTANDING B211 08/27/2018 18:1
3 P -Partial | 08/17/2018 | 9880001251 651.56 651.56 |N 0 651.56| 1547400 |N 0 0 N 00 08/31/2018 36019070 | 117 QUTSTANDING B211 08/30/2018 13:01
4 M-Credt | 06/26/2018 | 9830186550 -2.02 0.00|N 0 =202 1547400 N 0 0 N 00 10/11/2018 36019327 | 131 OUTSTANDING B211 10/09/2018 11:5
5 P -Partial | 09/28/2018 | 5918979114 327.00 32700 (N 0 327.00 15,147.00 [N 0 0 N 00 10/11/2018 36019327 | 131 OUTSTANDING B211 10/09/2018 11:5)
5 P-Partial | 10/03/2018 | 9924227557 650.73 650.73 |N 0 650.73| 14,4927 [N 0 0 N 00 10/17/2018 36019361 132 OUTSTANDING B211 10/12/2018 10:1
7 P -Partial | 10/03/2018 | 95924180848 42492 42492 N 0 42492 1407135 |N 0 0 N 00 10/17/2018 360159361 | 132 QUTSTANDING B211 101272018 101
8 P -Partial | 09/07/2018 |9898915348 79.60 7960 [N 0 7960 1399175 N 0 0 N 00 10/30/2018 36019469 | 136 OUTSTANDING B211 10/26/2018 10:1
g P-Partial | 10/16/2018 | 9936673020 1371153 1.371.53|N 0 137153 1262022 (N 0 0 N 00 10/30/2018 36019469 | 136 QUTSTANDING B211 10/26/2018 10:2|
10 P-Partial | 11/07/2018 | 9958960917 141.04 14104 |N 0 141.04 1247918 [N 0 0 N 00 11/27/2018 36019618 | 143 OUTSTANDING B211 11/20/2018 14:3]
1 P -Patial | 11/20/2018 | 5011344463 6000 |N a 1241918 |N 0 1] N (1] 12/06/2018 36019687 | 149 OUTSTANDING B211 12/04/2018 12:2]
12 P-Partial | 11/27/2018 | 9015453401 380.72 |N 0 12,038.46 [N 0 0 N 00 12/20/2018 36019809 | 155 QUTSTANDING B211 12/18/2018 16:2]
13 P -Partial |11/27/2018 |9015367932 176.18 |N 0 11,86228 N 0 0 N 00 12/20/2018 36019809 | 155 OUTSTANDING B211 12182018 16:2]
[ 14 P - Partial 1 ) 2 0 1165968 (N 0 N 00 12 2018 155 OUTSTANDING B211 12 8 16:2
Totals: 6.338.30 6.340.32 6.338.30 0.00

>

FRSEEEESEEEN 5/21/2019 | 5:34:17 PM




)i B EW 2 -

i ---Search Selection ---
Balance/Vendor/PO#  Accourts

District | 36- SARATOGA LINION SD v|

Balance Range: | 9999959999949 00|

PO Number Ranges

910150 - [ 910150 |

----- Search Results -----

| B0 Date Reqgs Vendor Vendcui_‘ lil}m | ; Balalx'lr.'e i £ = i ‘R* On__E"_ile
MAINTENANCE SUPPLIES AND PARTS |07/1€/2018 |000252 000301 |GRAINGER INC 050-8150-0-4380-00-0000-8110-081500-005-0000 11,655.¢€8 A & 0.00

Click this button to open new
window to CHANGE MODE

After finding the PO’s to liquidate, just hit +Add L/R Transactions




ﬂ EM Maintenance
File ~Options This window opens in
@) save and Return [ Close | (P CHANGE MODE

Displaying 1 of 1 records.
—Filters

Date Range Type
Inau Range v Enable L

: ™ Hide L Columns in Grid

Invoice Date Grid Settings

Invoice Description
| Scroll to the right and enter the Amount(s)
Date & Description in appropriate columns

Field Value Invoice Description Grid Seftings

L I

_H
POZ | LN ‘ Description 2 al Func CstCtr Ste Mngr : e

Date Balance LT R"
7

|
MAINTENANCE SUPPLIES
510150 ol [07/16/2013 00-8110-081500-005-0000 11,€55.€8

AND PRRIS

>

FESISEESESEEONES 5/21/2010 [ s:52:59 P11




ﬂ EM Maintenance
File  Options

E@Savedeetum HCID&: & g

Displaying 1 of 1 records.

—Filters

Date Range Type

O X

Field Value

Once Liquidation amounts are
entered, hit the Save and Return
icon on the top menu bar

g

e

PO2

PO

Description
P Date

al Func CstCtr Ste Mngr

Add 35
-0

R Invoice
Date

510150

MAINTENANCE SUPPLIES
AND PARTS

{ 07/1e/2018

00-8110-081500-005-0000

11,6€55.68

‘QGSB_EB

05/21/201%

to Next

S~—_

RSP EEEESE00ES 5/21/2019 | 9:13:15PM -



ﬂ EM Maintenance
File  Options / Once you hit "Save and Return, the transaction is
processed and you will get this confirmation.

5@5"“'"“ Retum [~¥ Close | (P E If you choose to make a Grid Output at this time,
you can save it for future reference.

PONo l Linelio TransactionType AmountPosted InvoiceDate InvoiceDescription PaymentRecordSeglo StatusMessage

RBOLL Balance to Next R Transaction
0001 R 1165%.68 |05/21/2019 Y 001s Posted O

Grid Output [Shift«F11]




Go to PO
Payment

screen to
verify

&' PO Payment - Details X
File Options
X OpE Exa;?g:?)go# 32 | quick ViewNea po || ' PO Quick View | B [ [ ' Wi notes - | [ |
[Tnspect
Requisition Number: 300252 PO Number: FY: Description: [MAINTENANCE SUPPLIZS AND PARTS | Verify that the transaction
PO Status: Y Discount: % went through. It will appear
Vendor NoJAddress No.  [000301 | / [00-DEPT 810124198 | Attach REQ: N as a PO Payment.
Should see $0.00 Balance
Vendor name/address Remit name/address
GRAINGER INC GRAINGER INC
DEPT 810124198
PALATINE. IL 60038-0001
Fnd Resc Y Objt SO Goal Func CstCtr Ste Mngr
150-0-4380-00-0000-8110-081500-009-0000
e | Date | Invoice Descrpton SPaymert | §Liqudate | Discoun Discourt % $Net  §Balance _ UTH".: L };’J, 1099 m DatePad | Wamant Batch x:' Wr Satus Ak D | Audt
1 P - Partial 07/20/2018 | 9853086487 1489.50 1.489.90 N o 1assso| 16510.10[N 0 0 N oo 08/07/2018 | 26018959 108 OUTSTANDING B211  [08/03/
2 P - Partial 08/07/2018 | 9869453168 38454 38454 N 0 38454 16,125.56 |N 0 0 N 00 08/30/2018 36019031 116 QUTSTANDING B211 08/27,
3 P - Partial 08/17/2018 | 9880001251 65156 65156 |N 0 65156 1547400(N 0 0 N oo 08/31/72018 | 36019070 117 OUTSTANDING B211  [08/30/
4 M -Credit Memo 06/26/2018 | 9830186590 202 0.00[N 0 -202| 1547400 (N 0 0 N oo 10/11/2018 36019327 | 131 OUTSTANDING B211 10/094
5 P - Partial 09/28/2018 | 9918979114 327.00 32700 |N 0 32700 15.147.00(N 0 0 N oo 101172018 | 36019327| 131 OUTSTANDING B211 10/09
6 P - Partial 10/03/2018 | 9924227557 650.73 650.73 N 0 650.73 14,496.27 [N 0 0 N 00 1071772018 36019361 132 OUTSTANDING B211 10/12/]
7 P - Partial 10/03/2018 | 9924180848 42492 42492 |N 0 42492 1407135|N 0 0 N oo 10/17/2018 | 36019361| 132 OUTSTANDING B211 10/12/]
3 P - Patial 09/07/2018 | 9898915948 79.60 7960 [N 0 7960 13991.75|N 0 0 N oo 10/30/2018 36019469 136 OUTSTANDING B211 10/26/]
9 P - Partial 10/16/2018 | 9936673020 137153 1.37153|N o 137183 1262022|N 0 0 N oo 10/30/2018 | 36019463 136 OUTSTANDING B211 10/26/]
10 P - Partial 11/07/2018 |9958960917 141.04 141.04 [N 0 141.04 12479.18 [N 0 0 N 00 11/27/2018 36019618 | 143 OUTSTANDING B211 11/20/]
11 |P-Patial 1172072018 | 9011344463 60.00 60.00 [N 0 6000 12419.18|N 0 0 N oo 12/06/2018 | 36019687 149 OUTSTANDING B211 12/04
12 | P-Patal 11/27/2018 | 9015453401 380.72 380.72|N 0 38072| 1203846|N 0 0 N |oo 12/20/2018 | 36019809 155 OUTSTANDING B211 12/18/]
13 |P-Patial 11/27/2018 | 9015367932 176.18 17618 |N 0 176.18| 11.862.28(N 0 0 N oo 12/20/2018 | 36019803 155 OUTSTANDING B211 12/18/
14 |P-Patial 5018222258 20260 20260 [N 0 20260 1165968 (N 0 0 N oo 12/2072018 | 36013803| 155 OUTSTANDING B211 12718/
- R - Cany Forward ROLL Balance to Next FY 11.659.68 0 ]
Totals: 633830 18.000.00 633830 0.00
< >

_l 5/21/2019 | 9:30:13 PM



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

Deadline: Fri July 26, 2019

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

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

1 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

Technc;lo'gy Services Appendlx AL
— £ grucmcon Authorization to Close Purchase Orders

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) S

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)

B |
' Please complete and return no later

than July 26, 2019



What Happens Next?

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

109



(
Santa Clara County % Office of Education

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



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.




District Roles for Year-End Close

d Lock your district users from QCC IBM

 Resolve unapproved receipts

 Evaluate open QCC invoices

 Make Necessary balance adjustments

4 Enter final receipts

4 Print final QCC IBM aging report with totals to accrue
d Submit Authorization to Close to TDSD



Resolve Unapproved Receipts

 Run the QCC Recelpts 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



Resolve Unapproved Receipts

@ Invoicing/Billing Management Year: 19 90 - SCCOE (COPYSC) Q55/0ASIS — x
File Tools Help+Video

Irvoice Entry T Receipt Entry T IFwecice Print T AgingsStatements T Receipts Rpt/App T Dep Lir/Sales Tax

— Receipts Report

Repart Title:| 7 UMNAPFROVED RECEIPTS

From Feceipt Date: ID?’.I"EI‘I J201a m m em
To Receipt Date: IDB;’3D£2D‘|9 I m m

Dept: Department:

[ = |

Select by Uzer D:

Select by lnvaice Mumber:

Sort: Department: |_1 Customer: |_2

Irvvoice: |_3 Receipt: |_4 s I |
| " Approved (% _' '
Print Feceipt Feport |

1:-YCRYYYFFFFFFF7YYYYY7YYYFBY00009115010000YNYY0000921 000009209-2:NY 12312341 234YNYYYY [NES0I0IDISEO0ISEE0GSIl 5/22/2019 |8:56 AM



Evaluate Open QCC Invoice

 Run the QCC Invoice Aging Report for all customers

o Evaluate current open QCC invoices on the QCC Aging Report to see if the
balances are accurate



Evaluate Open QCC Invoice

Iwoice Ertly | ReceptEnly | InvocePirt | | Aging/Statements ||  ReceptiRptidpp | Depli/SsesTax |

Rleport Titke: |OFEM INVIICES P

Cisthommnr Typs Selechon

Cunt Saach T Last date of
—— fiscal year
[ — 1

Select by Lises 1D

|

[T Emchude Fubue Dsted Invoices
I Inchude Urappeoved Fecepls
[T Emclude Zevo Balance Irvoaces

Prt Agng Repot | Prnt Statemerts |




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)




Adjust Invoice Balances

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

e “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




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 recelpts 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




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




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)




Setting up Accruals

e 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.



Year-End Processing

E_ Invoicing/Billing Malﬂemﬂlt

File [yTools Help+Video

A/R History Ctrl+ A
Master Files Ctrl+M
Customer Search F3
Show Status Ctrl+5
Exit Ctrl+F4

e Select Year End Processing from the
File option on the Invoice/Billing
Management Screen.



Verify Rollover Invoices

3_ Year End Prc:cessing_

—“ear End Rollover/dconial

Report Title: IROLLOVER INVOICES TO NEW FY

@- Faoll"'R" tranzachions bo nvoices it nest yea)

£ Sel up remaining open inwoices as accuals

Select Receipts entered by uzer: i

@pdate?ﬁ M =Repart only, from un-ralled invu:uicea

' =Update R transachans, create new
invoices in the next fizcal year, and produce
report.

Fi =Reprint report from presvious by olled

IIIIIIII 2

e 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

NS CAMEBRELL THIOH Current Year Invoice Rollowver Beport J557% AROI1ED L.00.02 06710710 PASE i}
010 DIST 0% BROLLOVER INV

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



Verify Accrual Invoices

i = N

—ear End Relleverfdocmaal

Repart Tite: JACCRUAL INVOICES T0 NEW FY

i Rall"'R" trans actions b0 invoices in nest year.
{ % Setup remaining open invoices as accruals )

Select invoices enl tered by user: !
G ;date?iN M = Report only from un-accrued invoices. }

" = Update remaining open current year
INVOICES 3% SCCiud I invoices . and produce

 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
iInvoices (Rollover invoices may display, since they have not been rolled.)



Year End Accrual Report

09 CHHFEELL ELEMENTARY Cpan Inwodce Aocrual Report ACTRCY H.OZ.B0Z 09/05/2008 Faga
Dist 09 - FYDE C3AR Rocruals

Departmant: Hona

Inw He Inv Date E R Ho Rev Ho Recelpt Rumbar Rept Date Customer
BOD342 O8/15/2008 (00197 ACTION DAY HURSERIES/FRIMARY PLUS
Frnd Resc ¥ Obqt 80 Goal Func CatCer Ste Hngr _Inwolce Amcunt Received Amount Accrual Balance
070=T330-0-3692=00=D000=0000=00 0000 = 000=-0000 3351.04 50.0d 3351 .00
Involca Total: 5351.04 50.0d 3351 .00
BOO3%D 08/ 1672006 000197 RCTION DAY HURSERIES/FRIMARY PLUS
Fnd Resc ¥ Obt 50 Goal Func CatCEr Ste Hnge Involoe Arount Recaived Amount Accrual Balance
070=T230=-0-2692=00=0000=0000=00 0000 = 000=-0000 185,40 50.0d S185. 40
Involoa Tobal: 218%.40 50.0d 5185, 40
Customer Total: S536.40 50.0d 5536, 40
BO02TO 08/2272006 (Q00%7 BALLARD MONTESSORI
Fnd Resc ¥ Obqt S0 Goal Func CatCbr Ste Mngr  Involce Ancunt Recelived Amount Accrual Balance
070=-T1230=-0-3692=00=-0000=0000=00 0000 = 000=-0000 S43E.00 50.0d S43E.00
Involce Total: S43E.00 50.0d S43E.00
Customer Total: S43E.00 50.0d S43E .00
BO0213 O03/16/2006 (00318 BASKETEALL
Frnd Resc ¥ Obqt 80 Goal Func CatCer Ste Hngr _Inwolce Amcunt Received Amount Accrual Balance
010=-0000=-0-3850=00=-0000=-0000=-000000-0215-0000 5630.00 50.0d SE30. 00
Involca Total: 3630.04 50.0d JE30.0d
Customer Total: 3630.04 50.0d JE30.0d
BO0337 081572006 (00103 BERRYESSA UNION

Fnd Resc ¥ Obqt 20 Goal Func CARtCEr Ste Hngr  _Inwvolce Amount Received Amount Accrual Balance
010=-0000=-0-3699=0]-0000-0000-001860-079-0000 86,625.04 g0.00 6, 626,04




Authorization to Close

Authorization to Close QCC IBM Invoices and L Enter a. neW SerV|Ce
Roll and Accrue Invoices for Fiscal Year 2019 .
request and submit the
Je have c e Ing o ; volce 1ll1 I agement mvoices and are or vou to execy e rollover o 1gna - -
YP\':"“{;li)lﬁ mof';?!e?:;dhesemi rﬁ&?ﬂmﬁsﬁﬁf rb::](;fg theF‘(r' 2019 i.m-‘olil::ies m:azdgzg a:c‘}matl im.-'::ric:let:ﬂ-l ! f e desgnated CO m p I eted A u t h O r I Z at I O n
to Close QCC IBM

st it e of Accna s Invoices Form and the
o Bl f All e b o et P first and last pages of

your Rollover and
Bisnr? Dl an Accrual Reports.

Print Authorized Signer’s Name Signature of Authorized Signer Date

Please attach copy of first and last pages of the Rollover and Accrual reports for your district and aftach them with this form to a new Accesspoint

The form can be found on
Service request at hittp://acccesspoint.sceoe.org. If vou need assistance in creating service reguests or uploading the attachments, please contact . .
the SCCOE Technology Services Branch Help Desk at 408-453-4357 (helpdeskiiisccoe org) AC C e SS p O I n t u n d e r B u | | et I n S
)




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



Year-End Final Report

09 CAHMFEELL ELEMENTRARY Cpen Inwoice Ac
Dist 0% - FY0E CEAR Acoruals

jal Report

Department: Hone

Inv Data

E R Ho Rov Ko Recelpt Kumbar

Q197 ACTI
Involoe hmou
CELH

d Resc y
070=-T230-0-36

Goa Ealan

435

BOD3SA 0&/16/2006 &00323 ED0437T
Fnd Pasc ¥ Objt 50 Goal F c C o o i H Involos Anount REeca L iul ] CEL Balancs
070=-T230-0-3639- ! 185,440 418540

Imvolece Total: 318%.440 50.00 4185%.40
Cuatomar Total: 535,40 50.0d0 4536.40

M6 &003

Ealance
9436

Involee Total: 843 .00 0.0 2436 .00

Customer Total:

S0.00 34 3E

BODI1E 03Zf

BASKETHALL
Involoe kmow
630,00

Ealance
630

630,00 S0.00 4630, 00

630,040 g0.0d0 630,00

600337 061572006 600386 EDI440
Fnd Rasc ¥ Obit
010-00J0~-0-3633-

¥}0103 BERRYESSA UNIOH
Involos Anount Eecalved Amount Accrual Ealancs
86,625.04 50.0C 86, 626.04

TDSD will provide this electronic file for the District




C
Santa Clara County % Office of Education

Thank You!

Questions?
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