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Preparing for Year End Closing

Understanding the Accrual Process

The goal of year-end accrual process is to recognize revenues and expenses in the period in which it
was incurred, regardless of when payment is received or paid, to ensure accurate presentation of
revenues and expenses. Accrual basis accounting records revenues and expense at the time when
services or sales are made rather than when cash is actually paid or received.

As we get closer to the end of the fiscal year, districts should be reviewing requisitions that do not
have a status of Complete, Cancelled or Denied. It is extremely important that you do so before the
books are closed, since all requisitions must be either closed or processed through the year end
Closing Activity.

Districts can continue to make FY25 payments for Requisitions until at least mid-July (based on
District practice). This will reduce the number of items that will need to be completed through the
Year End Closing activity.

What you should be working on Now:

Clear All Prior Year Accounts Payable Accruals

Run PY Ledger02 Receivables/Liabilities Activity Report
Resolve Any Outstanding Items

Resolve Unposted Journal Entries and Budget Transfers

What you should be working on in July:

Create Closing Year Payments as needed based on District deadlines

Work the Year End Closing List

Clear all items on the Fiscall5 Fiscal Year End Checklist

Final Ledger02 submitted by LEA to SCOE Fiscal Advisor with all other closing
documents due by 8/8/2025

Final FY25 AP Check Processing June 17, 2025 by 12:00 pm
create AP batches after deadline between June 17 1:00 pm and June 30

Final FY25 Cash Deposit June 16, 2025 by 4:30 pm
Create AR Receipts batches after deadline between June 17 and June 30

CAUTION

Frontline allows you to create batches after the last June AP and last June Cash
Deposits through June 30. There are a multitude of implications if you create a batch
during the select time, therefore, it is recommended not to create any new batches
until after July 1, 2025 cash roll!
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Resolve All Prior Year FY24 Accounts Payable Accruals

These are Payables set up last fiscal year in 9529 object code that rolled to 9510 object code. Review
that there are no balances remaining in 9510 Prior Year Payables Object Codes. Run the Fiscal02
Account Summary by Object-Balance or Fiscal03 Account Balance Transaction Detail by Object.

Go to Finance — Reports — Fiscal — Fiscal02 or Fiscal03

e Fiscal Year: 2025 {2024/2025}

e Assets and Liabilities: Yes — Include — change Object filtering Create

e Object: 9510
e Click Go to generate the report

(& & ~ Finance - Reports - Fiscal
List Request/Report
=} Go @ Go/Bxpot Q Clear @ Prev B Ment @
Request Report —
Request
= 1 - Report
Report Mumber & Fiscall2
Description & Account Summary by Object-Balance
Report Sample 8% Fiscall?
Report Favorite 1D =]
E 2 - User Options
Fiscal Year 2025 {2024/2025}
Account Period 12 {June}
Unposted JEs? Mo - Do NOT Include unposted JE
E 3 - Account Selection
Assets and Liabilities 7 Yes - Include - change Object filtering
Restricted? fes - Include restricted accounts
Fund
Resource
Year
Goal
Function
Object 9510 {Accts Payable (prior Year)}

Example Fiscal02 — Fiscal02 with an Account Balance.

Favorites to
Save Time

¢ Favortes ~

e If there are balances
research to determine if items
should be manually completed
or Processed in Year End
Closing activity

. If more detail is needed
for PY Accruals, run the
Ledger02 for 2024
{2023/2024} for prior year
closing.

NOTE: If there are NO
balances you are good to
go! Skip Ledger02

Fiscal02a Account Summary by Object-Balance

Balances through June (12) Fiscal Year 2022/23

Starting Account
FD- RSRC- Y- GOAL- FUNC- 0BJT- SCH- MGMT Description Balance Debit Credit Balance
Fund 01 - General Fund
01-0000-0- - -9210- - AR - PY Unrestricted/no 6,017.10 6,017.10 6,017.10
01-9903-0- - -9210- - AR - PY,Afir.Sch.Prog 178.00 178.00 178.00
Total for Fund 01 and Asset accounts 6,195.10 §,195.10 6,195.10 00
Starting Account
FD- RSRC- Y- GOAL- FUNC- OBJT- SCH- MGMT Description Balance Debit Credit Balance
01- - -9510- - Accts Payable (, 82.84- 5,842.96 5,842.96
01-0000- 0- - -9510- - Accts Payable (,Unrestric 23,297.76 23,297.76 2344043 14267
01-0199-0- - -9510- - Accts Payable (,St.Prog.- 114.57 114.57 114.57
01-0901-0- - -9510- - Accts Payable (AVSPC 441.36 441.36 441.36
01-1100-0- - -9510- - Accts Payable (,State Lot 129.46 177.71 177.711
01-6500-0- - -9510- - Accts Payable (,Special E 120.04 120.04 120.04
01-8080-0- - -9510- - Accts Payable (,Resig Saf 98.00 98.00 98.00
01-9903-0- - -9510- - Accts Payable (Aftr.Sch. 326.18 326.18 326.18
Total for Fund 01 and Liability accounts  24,444.53 30,418.58 30,561.25 14267
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Ledger02 for Prior Year FY24 Closing Detail

Run the Ledger02 Receivables/Liabilities Activity for more detail on prior year pending items. This
report shows journal entry activity by requisition number, account receivable invoice number, or
journal entry number as it relates to account receivable and/or liability setup and clearing.

Go to Finance — Reports — Ledger — Ledger02

Closing Year: 2024 {2023/2024}

A/R or A/P?: A/P Only

Cleared Items?: No — Do NOT Show Cleared ltems
JE Source?: Yes — Include all JE Sources

Unposted JE?: Yes —
select unposted Journal
Entries

Click Go to process report

é 5 » Finance - Reports - Ledger

List Request/Report
=} Go @ Go/Export

hd Q—r Clear @- Prewv B Mext

7.7 Favorites ~

Request Report

E 2 - User Options
Closing Year
Department
Location
AR or ASP?
Requisition Number
Invoice Mumber
Cleared tems?

JE Source?
Unposted JE?

Request
E 1 - Report
Report Mumber & |edger(?
Description & Receivables/Liabilities Activity
Report Sample &% Ledgerl2
Report Favorte ID &

2024 {2023/2024}

A/P Only

Mo - De NOT Show Cleared tems
Yes-Include all JE Source
Mo - Do NOT select unposted Joumal Entries

Example list of pending items that need to be reviewed and determined if need to be cleared or
processed through Year End Processing. Keep in mind the District’s policies and procedures.

Ledger02a Receivables/Liabilities Activity
Closing Year 2024
Reference JE 2024 2025 2025 Remaining
Effective  Number Description Number Setup Cash Paid Cleared to Balance
E:

FD- RSRC- Y- GOAL - FUNC- OBJT- SCH- MGMI LGl
Liabilities 9529 9110 9510
(continued) 07/10/24 July Prior Year Payroll-Employee PR24-00065

01-7435-0-1110-1000- 1130- 000- 0000 600.00

01-7435-0-1110-1000-3101-000- 0000 114.60

01-7435-0-1110- 1000- 3331-000- 0000 8.70

01-7435-0-1110-1000- 3501-000- 0000 30

01-7435-0-1110-1000- 3601-000- 0000 28
08/18/2024 R24-00076 WhaleChildOccupation - Occupational Therapy for 23-24 EX25-00215 247.50 247.50

01-6500-0-5770- 1180- 5811-000- 0000 47.50

Total for Liabilities 3,123.02 .00 247.50 2,875.52

Note: Liability Payroll 7/10/2024 does not need any action.
I ——————————————————————
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Resolve Prior Year PY24 Outstanding Requisitions

Determine if the requisition is still valid or if it should be Manually Completed or processed through
the Year End Closing activity.

Manually Complete Requisition

If a Requisition was processed through the Year End Closing activity last fiscal year and should have
been closed or the amount was incorrect or a Direct Payment was made but not applied to the
original requisition, then it will need to manually completed in the Requisition.

Go to Finance — Requisitions — Vendor Requisitions 7

DO NOT RETURN

e Enter the PY requisition number

e Click Go 0 OPEN
e (o to Tasks, select Manual Complete or Cancel
o In Tasks DO NOT Return the Requisition to Open . 4

[ Ge » Finance - Requisitions - Vendor Requisitions

Search  List Form
g - [gh Next ¥4 Close Tasks
T

Return to Open

Requisition kems:1 Accounts:3 Payments:37 Cuotes Approva e i

M | Complete
RegqusitionNendor Information | anual-omp ‘
Unprint PO

El 1 - Requisition Information

Dept Id Vendor Inquiry - Printed t)
Academic Department Assign PO Number

Requisitioner . _ .

Request Date Rollback Year End Processing

Order Location Save as Personal Template

Delivery Location Apply Undistributed Amount

Room

Rollback Complete/Cancel

Comment

The requisition status will be updated to Cancelled or Completed and create a history record. The
system will create a Journal Entry in FY24 that will reverse the 9510 amounts and credit the expense
account. Be sure to advise your CBO or Business Manager so they can make account adjustments if
necessary.

. ________________________________________________________________________________________________________|
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Prepay for FY26 Expense Paid in FY25

Sometimes payments need to be made in closing fiscal year for goods or services that will be
received in next fiscal year, this can be processed as a prepayment. Keep in mind that not all
Resource Codes allow prepayments. Last chance to process a prepayment is June 17, 2025.

Example: There is a conference in July, but the vendor requires payment now to complete the
registration.

Go to Finance — Requisitions — Vendor Requisitions

e Click New to create Vendor Requistion
e Select 2025/26 for prepayment

% £ - Finance - Requisitions - Vendor Requisitions

Search
5 Go EJ Clear | | New ~ 747 Favorites ~

Business Department - 2024/25
Search Critena Business Department - 2025/26

————

e Requisition Tab: Enter Requisition Information as usual
e Items Tab: Enter the requistion items as usual

Reg# R26-00013, PO# , FY 2026

Requisition ltems Accourts Paymerts Quotes Approvals Assets  Attachments MNotes  History

E 1 - Requisition Information =
Dept Id & BUSINESS {Business Department}
Academic Department
Requisitioner Mickey Mouse
Request Date 6/6/2025
Order Location 1AVS {ABCD}
Delivery Location 1AVS {ABCD}
Room
Comment Teacher TK Conference July 2025

e Account Tab: Enter the normal expense account
o The system will automatically do the Journal Entries in both fiscal years.

Requisition Items:1 Accounts:l  Payments Quotes Approvals:1 Assets Attachments MNotes History:2
;‘_’J New % Export | et i Undelets '
FD-RSRC-Y-GOAL-FUNC-OBJT-SCH-MGMT Amount | Percentage Fiscal Encumbered

= = 01-0000-0-1110-1000-5200-600-0100

The prepayment will be processed in Fiscal Year 2026 with 2025 Cash. If the next fiscal year is not
available contact SCOE IT to update the dates in the Organization record, sed email to
helpdesk@scoe.org.

AP
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Go to Finance — AP — Enter Payments

Fiscal Year: 2026 {2025/2026}

e Enter payment information as usual with closing year expense account

% 8 -~ Finance - AP - Enter Payments

Invoices

._:3 Go Q Clear * Favorites ~ Fiscal Year

2026 {2025/2026}

Payment Informabion

Description

B Beginning Req / PO Sequence 2024/2025
Fiscal Year 2026 {2025/2026}) 2025/2026
Beginning Sequence
E Payment # 1
Reference Number & R26-00011 {P26-00011. Vndr 000656-CASBO. Unpaid balance $5.000 00}
Amount 5.000.00
Invoice Number CASBOJULY25
Invoice Date 6/1/2025

Search List
=) Open I New B Export [g - (4] Tasks - ;| Grnd

Pay ToNa @ Garn

Pymt Type

AP

Example: Journal Entries in both FY25 and FY26

% &~ Finance - Fiscal - Journal Entries

e Search Journal Entries S

e Clear Fiscal Year 59 Open 4 New ~ ] Copy 18 Bport + [ » (2] Tasks v (1 Ge

° Enter Check # Snapshot Highlighted | Total Amount Iten
_ Snapshat Al

[ SnapShOt AII Highlighted Sorted by Fund, Resource, Ohject | ALY

Ledger99a Journal Entry Snapshot

Journal Entry Link # 39023 through 39024 Fiscal Year 2025 through 2026

Journal Entry #  EX25-00736 Status Posted Type Expense Fiscal Year 2025 Transaction Date 05/15/2025
Created Posted Originating Org
Requisition #[3R26-00011 (Req) Purchase Order # P26-00011 Department BUSINESS Balch # AP05152025
ndor Invoice #BCASBOJULY25 Chack # 2096166 Pay Tol3(Vend) 000656 - CASBO
omment  Teacher TK Conference July 2025
Line Seq
Account # Comments (Tran Type) Debits Credits
Qm-mﬂo—n- - -9330- - Teacher TK Conference July 2025 1() 5,000.00
gOi-OOOO—O- - -9110- - Teacher TK Conference July 2025 2() 5,000.00
JE # EX25-00736 Totals 5,000.00 5,000.00

Journal Entry # ~ EX26-00001 Status Posted Type Expense Fiscal Year 2026 Transaction Date 07/01/2025
Created Posted O 3 Org
Requisition #[@R26-00011 (Req) Purchase Order # P26-00011 Department BUSINESS Batch # AP05152025
ndor Invoice #IECASBOJULY25 Check # 2096166 Pay Tolh(Vend) 000656 - CASBO
Commer Teacher TK Conference July 2025
Line Seq
Account # Comments (Tran Type) Debits Credits
01-0000-0-1110-1000-5200-600-0100 Teacher TK Conference July 2025 1 (X). 5,000.00
&01-0000-0- - -9330- - Teacher TK Conference July 2025 2() 5,000.00
JE # EX26-00001 Totals 5,000.00 5,000.00
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FY25 AP Payments After July 1, 2025

Starting July 1, 2025 the system will default to 2026 {2025/2026}, must change the Fiscal Year to
2025 {2024/2025} to create a payment for FY25. The system will automatically do the necessary

journal entries between the fiscal years.

e System will automatically create the Journal Entries for each year
o FY24: Debit Exp Obj Code/Credit 9529 {Acct Payable Setup Closing Year}

= 9529 ending balance will roll to 9510 beginning balance when beginning
balances are posted

o FY25: Debit 9510 {Accts Payable Prior Year}/Credit 9110 {Cash}

e Based on activity permissions

e Be sure to follow District practices and procedures

e Dates for Closing Year Payments are set in the Organization Record

001 - ABC

Guick Skat here

Finance

» Budget
» Fiscal
» Reguisitions

Checks

Enter Payments

Enter Direct Payments
Enter Employee Payments
FPayment Transactions

Fayments

AP ACCRUAL SETUP FOR YEAR END CLOSING 2024-25

Starting July 1, 2025 AP Payments can be
processed by Payment Types as usual using

the 2025 {2024/2025} Fiscal Year:

e Enter Payments
e Enter Direct Payments
e Enter Employee Payments
e Payment Transactions
o Allows all payment types to be
entered in a batch format
o Import template available in Online

Resources




Review Closing Year FY25 Outstanding Vendor Requisitions — Option 1

There are a few different options to review outstanding Vendor Requisitions prior to using the Year End
Closing activity. Review in Vendor Requisitions activities or the ReqPay02 Requisition Listing Report.
If not receiving items prior to June 30, then the requisition would need to be canceled if no payments
have been made or manually completed to release the encumbrance. If items have been received but
payment will not be made until after July 1, be sure to select 2025 for the payment or process the
vendor requisition through the Year End Closing activity.

Go to Finance — Requisition — Vendor Requisitions Quick Start: VR

Enter the search criteria:

e Fiscal Year: 2025 {2024/2025}
e Only Uncompleted: Yes

e Click Go to generate the list to review

||

' ee B E R e Gl T o R YT T [T e LTI Create Search

Search Favorites to
&G0 | Gear [ New Save Time!
Search Critena - Vendor Requisition

=l 1 - Requisition Information
Fiscal Year 2025 {2024/2025}
Department
Academic Department
Reference Mumber
Requisition Number
Requisition Date
Completed Date
Order Location
Requisitioner
Template Begs? Mo
2 - Order Information
EH 3 - Status Information
Status
Status Comment
ikl

Only Uncompleted Yes
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Review List of Outstanding Vendor Requisitions

e Sort by Outstanding
o Click on the column header to sort

e Open Requisitions to review
o Small amounts remaining most likely did not have the last payment flagged as Final;
therefore, would need to be manually completed in the vendor requisition.

Example list of outstanding vendor requisitions:

2% O ~ Finance - Requisitions - Vendor Requisitions

Search  List
I= Open .ﬂ Mew L’_jCow |%E:-q;:u::urt - @ - Tasks » 1 Grd
Rea# @  PO# | OrderType RegDate = Total Am{ Outstanding Comment

R25-00001 P25-00001 PO wioRecei 5152024 10,000
R25-00002 P25-00002 PO wic Recei  5/15/2024 3,000.
R25-00008 P25-00008 PO wioRecei 6182024 7.442.
R25-00009 P25-00009 PO wic Recei  618/2024 2,440,
R25-00018 F25-00018 PO w/o Recei TiA024 8.580.

nnnnnnnn e e [T} LM 3 ——m e 8 ———

3,241 77|Classroom Supplies and FPaper
1.126.92 | Office Supplies

2475 18 |\wiater System Service 24-25
175.00]Orinking Fountain Testing 24-25
230.00)Modular Lease

e If not receiving goods or services prior to June 30
o Go to Tasks to select Manual Complete

2 8 - Finance - Reguisitions - Vendor Reguisitions

Search List Form

@ ~ B Delete @F‘rev @.Naﬂ ¥4 Close "Eancel [#] Tasks =
submit

Return to Open

Requistion  kems:1 Accounts:1 Pz Cancel

B 1- Requisition Information || Manual Complete |
Dept Id Urptint PO
Acadv:ar.n_lc Department Wendor Inquiry - Printed
Requisitioner
Request Date Szzign PO Mumber
Order Location Rollback Year End Processing
Dieli Locati
R ey oo Sawve as Personal Ternplate

oom

Comment Apply Undistributed &rmount
Responsbiity Rollback Complete/Cancel
Category

. ________________________________________________________________________________________________________|
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Review Closing Year FY25 Outstanding Vendor Requisition Report — Option 2

Another option to review outstanding vendor requisitions is the RegPay02 Requisition Listing. This can
be sorted by site for distribution.

Go to Finance — Reports — RegPay — RegPay 02 Requisition Listing

e Fiscal Year: 2025 {2024/2025}
e Requisition Status: Open-Submitted-Approved-Printed-Ready for Pymt-Chk Pending

e Sort/Group 1: Order Location to send to sites or other options

#% & ~ Finance - Reports - Req/Payment

List Request/Report
=) Go @) Go/Export ~ EJ Clear [y Prev [ Next (& ¢ Favorites  ~

Request Report

E 1 - Report
Report Number & ReqPay02
Description & Requisttion Listing
Report Sample ) BeqPay(2
Report Favorite ID @- Every Report ha.s
B 2 - Requisition criteria - Report Sample Click
Fiscal Year 2025 {2024,/2025}

Department Web llnk fOl‘ more

Order Location information
Starting Requisition Date
Ending Requisition Date
Total Cost Minimum

Total Cost Maximum
Starting Requisition Number
Ending Requisition Number

L

Requisition Type No Restriction
Requisition Status Open-Submitted-Approved-Printed-Ready for Pymt-Chk Pending
Category
Order Type No Restriction
Requisitioner
Created by User Id
On Hold? Yes -include regs on hold Option =
3 - Requisition Vendor criteria (ID) Name
4 - Requisition Account criteria Created By
B 5 - Sort/Group Options None
Sort/Group 1 Order Location :Dm Location
Sort/Group 2 Requisition Type Requisition Categary
Sort/Group 3 None Requisit
B General

Rennd Statue

e Click Go to generate report

. ________________________________________________________________________________________________________|
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Example RegPay02 Requisition Listing

e Review Enc column for Remaining Encumbered balances
e Send to sites to review

e Research to determine if items or services will be received prior to June 30

ReqPay02a Requisition Status
O B 0
Req # Requisitioner Status
ID) Name Req Amount Loc Comment
(ID) (PO # 9 " (Created By) Completed
05/15/24 (000067) Office Depot R25-00001 10,000.00 Sheidon Cooper 1AVS Ready for Payn Classroom Supplies and P3per
(P25-00001) (SCOOPER)
Ordered Exp Enc
(2025) 01- 1100- 0- 1110- 1000- 4310- 000- 0000 10,000.00 6,758.23 324177
05/15/24 (000067) Office Depot R25-00002 3,000.00 Sheldon Cooper 1AVS Ready for Payn Office Supplies
(P25-00002) (SCOOPER
Ordered Exp Enc
(2025) 01- 0000- 0- 0000- 7200- 4350- 600- 7100 900.00 561.91 338.09
(2025) 01- 0000- 0- 1110- 2700- 4350- 600- 5300 2,100.00 1,311.17| 788.83
Total for R25-00002 3,000.00 1,873.08 1,126.92 /

e Research to determine if items or services will be received prior to June 30 to process
through Year End Closing activity, if not then cancel or manually complete requisition.

. ________________________________________________________________________________________________________|
AP ACCRUAL SETUP FOR YEAR END CLOSING 2024-25 13



Process Manual Accruals for Due To and From Government Funding:

The system Year End Close activity only allows the use of 9229 Receivable and 9529 Payables;
therefore, Due To/From Government Entities that must use object codes 9290/9590 need to be set up
with Manual Accruals in Journal Entries activity.

****Manual Accruals of Due to or from Government Funding****

e Resource Codes 1000-7999 must not be processed through the Year End Closing
activity. Use 9290/9590 objects for any accruals associated with state or federal
programs (Example: Restricted Lottery)

e Manual Journal Entries will need to be done, since the Year End Closing activity
only allows one object code for receivables (9210) and payables (9510)

e Manual Journal Entries created with 9290/9590, balances will remain in these object
codes during the Asset/Liability roll and will need to be manually reversed in the new

fiscal year

Create Manual Journal Entries to Setup Due To/From in Closing Year:

Go to Finance — Fiscal — Journal Entries
e Click to New to Create a Journal Entry
e Select 2024/25 to create Due To/From
e Must add Comment
e Click New in Items to add account strings

% & ~ Finance - Fiscal - Journal Entries

Search
>} Go Q Cbarm} Favorites -

Business Department - 2025/26

Search Cniteni
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Example: Manual JE to setup Payable 9590 Object Code for Special Education; this would need to
be reversed in 2025-2026.

Manual setup in 2024-2025, submit and post

B Export W Canceldll [2) Tasks
Ln |FO-RSRC-Y-GOAL-FUNC-OBJT-SCH-MGMT Trans Type Debits Credits Comment

= 01-6500-0-5730-1110-5803-000-0000 A 8 $0.00(FYXX - Fee For Service
2201-6500-0- - -0590- - £0.00 $80,000.00 FYXX - Fee For Service

Reverse Due To/From in Next Fiscal Year:

Manual JEs for accruals, will need to be reversed in the next fiscal year.

Example: Reverse Manual JE that was setup to Receivable 9590 Object Code for Special Ed
Services.
Go to Finance — Fiscal — Journal Entries

e Enter GJ Journal Entry number from FY25
e Click Goto get JE

% & - Finance - Fiscal - Journal Entries

Search List
.i-j‘Open f_'JNEw - ’\_’]Ccpy EExpurl - @ = 'I'asl(s b _,.JGI’Id

GJ25-00030 19/ ste . FYXX - Fee for Service

e From List Tab go to Tasks to Reverse

¢ In dialog box choose 2026 {2025-2026}
e Click Ok to create the reversing JE

"—Copy Journal Entry X

|
| Select a Fiscal Year to use for copying (or reversing) this Joumal Entry

|

| | 2026 {2025-2026} ~ A
| (2025 {2024-2025]
B 2026 {2025-2026)
|

Cancel

|
b

. ________________________________________________________________________________________________________|
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e System will auto populate Status Comment field as “Reversal of GJ25-00027"
e Go to Tasks to Submit as usual for approval

e Use Tasks to Submit

e The system will reverse the Debits and the Credits in FY26

& & - Finance - Fiscal - Journal Entries
Search List Form
(d - W Deete (@ Pev [ Next £ SavelClose &3 Cance (7] Tasks -

Submit With Insufficient Funds JE# - FY 2026 {202512026) - Status: Open
Joumal Entry Approvals  Attachments Notes  History Retum To Open
& 1 - Summary E 2 - Reference Information
Dept Id & BUSINESS {Business Department} Link # a
Location Requisition # a
Academic Department Stores Requisition # a
Comment FYXX - Fee for Service Department Requisition # ]
Batch Id Work Order # &
Source & Manual Vendor Invoice # E}
Out of Balance & No Check # &
On Hold No Check Register # a
Status Comment Reversal of GJ25-00030 AR Invoice # E}
Line tem Count &2 AR Receipt # &
Status & Open Originating Org &
Total Debits & 80,000.00 E 3 - Posting Information
Total Credits & 80.000.00 Transaction Date 7/1/2025
Amount Out Of Balance 4 0.00 Fiscal Year & 2026 {2025/2026)
Post Date &
Posted By )
4- Add/Update Ir
71 New :’_] Copy EExpolt Il Delete i Lndelets Q Cancel All Tasks ~
Ln |FD-RSRC-Y-GOAL-FUNC-OBJT-SCH-MGMT Trans Type Debits Credits Comment Account Description Balance
= 1[= 01-6500-0-5730-1110-5809-000-0000 = $80.000.00| FYXX - Fee for Service = NCC SEFees.SpecEd-s |- U -
& 2801-6500-0- - -9590- - & $80.000.00 $0.00 FYXX- Fee for Service & AJP Due To Othe. Special & 80.000.00 8
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Review Fiscall5 - Fiscal Year End Checklist

Before going to the Year End Closing Activity, run an initial Fiscall5
provide a list of all items needing to be addressed prior to close.

Fiscal Year End Checklist to

This report lists all outstanding requisitions, direct payments, employee payments, journal entry
encumbrances, invoices and receipts that must be addressed to close the fiscal year. It's
recommended to check this report periodically during the closing process. This report must be “Blank”

to close the fiscal year.

Go to Finance — Reports — Fiscal — Fiscall5 Fiscal Year End Checklist

Fiscal Year: 2025 (System will default to 2026 after July 1)
Regs?: Yes - Include Requisitions having zero encumbrance
balance
Payments: Yes —

Include Payments (Will
include pending AP
payments that are not
associated with a

lé}} ~ Finance - Reports - Fiscal

List Request/Report

=1 Go @ GolExport - :.:'. Clear E& Prev @Next

Save a Favorite!

Districts will rerun the
Fiscal15 throughout the
process until there are

Request Report

no transactions present
on the report

| i

Yes - Include Requisitions having zero encumbrance balance

Request
ST H E 1 - Report
reqUISItlon) Report Number & Fiscal15
H Description & Fiscal Year End Checklist
[ ]
CIICk Go to generate Report Sample 2% Fiscall5
report Report Favorite ID ]
B 2 - User Options
Fiscal Year 2025 {2024/2025}
Department
Reqs?
Payments? Yes - Include Payments

Example: Fiscall5 Fiscal Year End Checklist Report

Review this report prior to starting the Closing process to see the different transactions that will need

to be addressed.

Fiscal15a

Requisition/
Invoice #

Fiscal Year End Checklist

Fiscal Year 2024/25

Vendor Requisitions

R25-00001
R25-00002
R25-00008

Comment Vendor or Customer Status Accrual Qutstanding
PO without Receiving
Classroom Supplies and Paper Office Depot Ready for Payment 3,241.77
Office Supplies Ready for Payment 1,126.92
Water System Service 24-25 Weeks Drilling & Pump Inc. Ready for Payment \ 2,479.18 )
\
If there are Payment Batches that were created between 6/17/25-
6/30/25 and are in Open, Submitted, or Audit status they will need
to be deleted and reentered AFTER 7/1/25.
)
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Year End Closing Process

Now that prior year accruals have been cleared and requisitions have been resolved, it's time to move
to the Year End Closing process.

Accrual, Carryover, Release Options

e Must process/clear all outstanding requisitions prior to processing any AP accruals

e Requisitions in Open status cannot accrue or carryover

o Review the requisition and determine if it needs to be submitted or cancelled

o Use the quick link on the processing screen to go directly to the requisition activity
e Requisitions with errors will not post

o Requisitions with errors must be resolved

o Use the quick link on the processing screen to go directly to the requisition activity

e Requisitions cannot be processed with negative outstanding accrual or carryover
amounts
o Negative line items with positive requisition total, will redistribute accounts, need to be
reviewed
o These requisitions errors must be resolved in the Finance — Requisition activity
o Use the quick link on the processing screen to go directly to the requisition activity
e The accrual and carryover fields on the list are editable, but may not be set to a negative

value
o If all fields are 0.00 the requisition will roll to the next fiscal year with a zero-dollar amount
o This would not be something you would generally want to do
o Must manually complete the requisition OR use the “Complete?” field in Year End
Processing List.
e Posting an Accrual amount will automatically:
o Create a Journal Entry in the closing fiscal year to set up the liability
o Add liability accounts in next year
o Write a history record detailing what was done to the requisition/PO during the year end
process
e When the Payables year-end closing list is created, Frontline ERP makes the assumption that
all requisitions are to be carried over into the next year and the default is Carryover

o This is not the case in our county
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AP ACCRUAL SETUP FOR YEAR END CLOSING 2024-25 18



o Construction projects are an example of a requisition type that may need to be carried
over rather than released and reissued
o The Carryover process allows the requisition or PO number to remain the same
between years
e Posting a Carryover amount Frontline ERP will
o Change the fiscal year of the requisition

o Add accounts for next year

o Reverse outstanding encumbrances in the closing year

o Encumber amounts in the new fiscal year

o Write the appropriate history record as to what happened to the requisition/PO during

the year end process
e Posting a Release amount on the requisition (both the accrual and carryover amounts are

zero), Frontline ERP will

o Change the requisition status to Completed

o Reverse outstanding encumbrances

o Write a history record for what was done to the requisition during the year end process
The Release column is calculated by subtracting the accrual and carryover amounts from the
outstanding amount

o Negative Requisitions will need to be resolved in the Vendor Requisition record, these
can’t be accrued through the Year End Closing activity

e The Accrual process results in FY25 journal entries to establish AP’s credits object 9529, and

record expenses debits expense accounts in 2024-25

Other Documents

e Stores Requisitions do go through the Year End Closing process
o Must be addressed in the Finance—Store Requisitions activity
o Stores requisitions default to release
o Backorders are cancelled automatically

e Work Orders do not go through the Year End Closing process

o Must be addressed in the Finance-Work Orders activity

o Must be manually closed or cancelled or complete
= |f the work order status is Open or Submitted you must cancel
= |f the work order status is Approved, Assigned or Ready to Expense you have a

choice to cancel or complete
I ——————————————————————
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Accrual Option

This is used when you have received the goods or services on or before to June 30 and will pay for
the goods and services next year. The accrual amount (or payable) is expensed to the closing year
account and next year’s liability account is brought into the requisition for payment next year.

For each requisition, enter the accrual amount or partial amount for items or services received
on or before to June 30

If Partial Accrual the software will calculate the Release Amount

The software will automatically set the Process field to Yes

Ref # @ Process Message Outstanding  Accrual | Carryover Release Complete?  Vendor/Customer
& R25-00171 Yes a & 425200 4.252.00 0.00a 0.00 No & Sonoma County
& R25-00170 No =] ] 218.28 0.00 218288 0.00 No & Amazon.com

If you need more information, highlight the requisition, and click the Preview icon. This will run a
requisition snapshot with payments

Select Post from the Tasks menu to process all requisitions flagged as Yes

Verify that you want to process these requisitions. The software will process and return you to
the list

Requisition Accrual Process

Setting up Accruals will create Journal Entries in the closing FY25 and set up I B

the FY26 Liability. Accruals
e Setting up an accrual in the next fiscal year FY26 allows Frontline ERP % A
to setup the liability out of the account and the remaining balance will =

go to the expense account. The expense account is always brought
into the next year along with the liability account.

Reverses the encumbrance FY25 u
Adds liability account in the next year FY26

If you pay more than the liability, Frontline ERP will Debit the base year expense account in
FY26.

If you pay less than the liability, Frontline ERP will flag the final payment and release the liability
using the base year account (debits the liability to clear the account and credits the expense
account increasing the available balance for the account in FY26).
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Carryover Option

A requisition can be carried over from the current year (base year) to next fiscal year without
creating a liability, typically used for construction projects for our county.

¢ Verify the amount of the requisition (or partial amount) in the Carryover field

e Carryover field is the default balance for requisitions
e If you do not change the Carryover amount, must Change the Process Field from No
to Yes
e The system will not automatically change it for you, if no entry is made
e If you want to carry over an amount different from the default, you will need to change
the carryover amount
o The system will automatically calculate the Release Amount
o The system will automatically change the Process field to Yes

% & -~ Finance - Processes - Year End Closing

Search List
B Export [ [ Tasks -
L Ref #  Process Message  Outstanding| Accrual | Camryover || Release | Complete? |Vendor/Custom @
a R25-00075 |m a & 320375 300000 203754 0.00 No g

e Use Tasks to post

Requisition Carryover Process

e The system will automatically create a journal entry in the
closing year FY25 to reverse the encumburance

Add expense accounts in the next year FY26

Encumber the accrual amount in FY25

Always verify that all your entries processed

If there are errors, the posting will fail and you will get an error
message
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Release Option

The Release Option will release the remaining encumbered amount back into the expense account
balance. Use this option when goods and services are not received on or before June 30.

e Enter 0.00 in the Carryover field
e Enter Yes in Complete? Field

The system will automatically

o Calculate the Release amount
o Setthe Process flag to Yes
o Release the funds upon posting

% 5 « Finance - Processes - Year End Closing

Search List
B eport [ [ Tasks -

Ref# l Process I Message JOuhtmd Iﬁ] Accrual €N Vendor/Customer
8R25-00112 Yes & E] 10.20 0. . 10.20 No 8 Amazon.com
8R25-00031 Yes & é 59.24 0.po L 59.24 No & North Bay AVS D
& R25-00151 Yes & 4 8272 0.p0 i 82.72 No & School And Colle
& R25-00159 Yes =1 = 114 42 0.0 L 114.42 No & Amazon.com
8R25-00039  Yes & 4 132.80 0.4 ) 12 80 No & T-Mobile

Requisition Release Process

e The system will automatically create a journal entry in the closing fiscal year FY25
¢ Release the funds FY25

e Set the requisition to complete FY25
¢ No transaction in FY26

N
elease
R’
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Complete Option

Sometimes a requisition will be listed on the Year End Closing list with all zeros or small amounts.

One of the most common reasons that a District might have requisition listed with zero amounts is a
result of not flagging the last payment as the final payment.

If the Requisition is active and there are little to no funds to release (accrual, carryover and release all
equal zero) the requisition will be carried over to the next Fiscal Year FY26. If you do NOT want it to
carry over then you will need to Complete the requisition in the current year.

The Complete option will move the requisition to Complete Status in the current year and it will NOT
carry the requisition over to the next fiscal year.

e Enter 0.00 in the Carryover if small amount

e Enter Yes in the Complete? Field

e The system will automatically change the Process field to Yes
e (o to Tasks to post

e The system will automatically Complete the requisition and Release the encumbrance
amount back to the expense account if there is an amount

2 & ~ Finance - Processes - Year End Closing

B Export [ () Tasks -
Ref# l Process I Message jﬂuhtund ﬁhl Accrual  (Carryover ) Release
& R25-00112 Yes & =i 1020 & 0.00 0.00 10.20|Yes
&R25-00031 Yes a =] 59.24 & 0.00 0.00 59.24 |Yes
& R25-00151 Yes &8 5] 32728 0.00 0.00 82.72 \es

. ________________________________________________________________________________________________________|
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Year End Closing Activity

This will provide a list of specific vendor requisitions to review. Other Document Types are available
to choose from depending on the activities you wish to review.

REMINDER: Vendor Requisitions that are associated with Federal and State cannot be processed
through the Year End Closing activity. These accruals must be set up with a manual Journal Entry
using 9590 object code, see previous steps.

Go to Finance — Processes — Year End Closing

Quick Start: YE

Enter search criteria:

e Fiscal Year: 2025 (After July 1, System will default to
2026, must change to 2025)

e Document Type: Vendor Req or use drop down menu to
select

e Review other fields to narrow search

e Click Go to generate the list

% & - Finance - Processes - Year End Closing

Search st

=} Go E-g Clear w._ Favontes -

Search Critena - Year End Closing

B 1 - Document Information
Fiscal Year & 2025 {2024/2025)
Process Default No
Document T X
Default to Complete? Mo NS =
Department |
- Document Type Vendor Req Description
Reference Number Al
E"CE‘"’",EW AR Invoice
esponsibil
Category Dapart:ant Req
Amt Outstanding - :
Comment Vendor Req
H 2 - Accoaunt Information

Important: Use the Enter Key instead of the Tab key when working

your list to validate the data or the list cannot be posted!
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Working and Clearing the Year End Closing List

Example list:

% & ~ Finance - Processes - Year End Closing

Search List
B Export [ [ Tasks -
Ref# @ Process Message Qutstanding | Accrual Carryover  Release  Complete? | Vendor/Customer Status

= = R25-00001 = = 24177 I ,241.77 . = Ready for Payment

28 R25-00002 No a & 1126892 0.00 1126928 0.00 No & Office Depot & Ready for Payment &
=2a R25-00008 No a a 247518 0.00 2473188 0.00 No & Weeks Drilling & & Ready for Payment £
28 R25-00009 No a a 175.00 0.00 175.00 &8 0.00 No & Alpha Analytical & Ready for Payment §
2a R25-00018 No a a 830.00 0.00 830.00& 0.00 No & Mobile Modular 8 Ready for Payment &
2.8 R25-00020 No a & 637.72 0.00 g37.728 0.00 No &U.S. Bank Eguip & Ready for Payment ¢

Review the Status Column
e Consider the status of each item; cannot be in Open or Submitted Status
e Are the items listed ready to be processed or need to review further?
Begin working and processing
e Use the quick link to review the requisition detalil
e Click on the Preview Button “Magnifying Glass” icon to see snapshot with Payments
e Does the item need to be Accrued, Carried Over, Released or Completed?
e Process each line until the list is cleared

Report option:

e Go to Tasks select Year End Processing Report
o Reports all detail for remaining items on the list

& &) ~ Finance - Processes - Year End Ciosing

Search List
B Bpot (4[] Tasks ~
Past BE Outstanding | Accrual Carryover Release  Complete?  Vendor/Customer
| _ WearEnd Processing Repart - = Office Depot
o T TTTT o = & 106858 0.00 1.06858 & 0.00 No & Dffice Depot
FiscalYearEnd99a Year End Processing
Depa - B
Stat
Req # PO # Requisition  Vendor Location Requisitioner R 2ot
eq Type
R25-00001 P25-00001 05/15124 (000067) Office Depot ABC School Sheldon Cooper Ready for Payment
Payments Pending 0 Last paid date: 04/23/25 Payments Issued 55 6,758.23 VENDOR
Accounts Amount Encumbered Expensed Balance
01-1100-0-1110-1000-4310-000- 0000 (2025) 10,000.00 324177 6,758.23
Line Items Aty Ordered Qty Received Qty Outstanding
1 1 10,000.00 1 10,000.00
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Process and Post changes

e Go to Tasks to Post; Re-do your search to refresh, items to process as YES, will be removed
from the list and the appropriate JEs will be posted

e Continue to work through your list until all items are processed

% & ~ Finance - Processes - Year End Closing

. Accrual | Carryover  Releasse  Complete?  Vendor/Customer

Year End Processing Report / 0.00 3241778 0.00 No & Office Depot
] = =——rrevrad 0.00 112692 & 0.00 No & Office Depot
Yes & & 2473.18 000 2479184 0.00 No &'\weeks Drilling &
Yes a & 175.00 0.00 175008 0.00 No & Alpha Analytical
Yes & &  830.00 0.00 830.00& 0.00 No & Mobile Modular

Important: Use the Enter Key instead of the Tab key to validate

the data or the list cannot be posted!
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Example Accrual Option

This is used when goods or services have been received on or before June 30 in fiscal year 2024-25
and will be paid for in next fiscal year 2025-25.

Example: $900.00 of items have been received, invoice to be paid FY26

e The payable accrual amount is expensed to the closing year 2025 account and next year’'s
2026 liability account is brought into the requisition for payment next year

Ref# (& Process  Message  Outstanding /‘Accrual ~ Camyover  Release \Complete? Vendor/Customer
R4 R25-00001  No a 8 324177 000 3241778 & Office Depot
RAR25-00002 No a 8 112692 000 1126928 & Office Depot
24 R25-00003 No a & 247313 0.00 247318 8 & Weeks Drilling &
2a R25-00009 No ] & 175.00 0.00 175.00& & Alpha Analytical
RaR25-00018  No a s £000\__00 80008 & Mobile Modular

e Enter the amount of the Requisition (or a partial amount) in the Accrual field

Ref# @ Process  Message  Outstanding( Accrual YCarryover Release  Complete?  Vendor/Customer
RAR25-00001  No a & 324177 3241778 0.00 No & Office Depot
RAR25-00002 No a & 112692 1,126.92 @4 (900.00) No & Office Depot
BaR25-00008  No a & 247918 2479188 0.00 No & Weeks Drilling &
BaR25-00003 No a & 17500 175.008 0.00 No & Alpha Analytical
RaR25-00018  No a & 83000 830.008 0.00 No & Mobile Modular

e Zero out the carryover field and then the system will automatically calculate the difference
between the Outstanding amount less the Accrual amount and apply it to the Release
column and it will change Process to YES

I Ref # ﬁﬂh_ l\ Message IOuBtu'u:lngI Accrual (Chyu-‘ Release ] Complete? I Wendor/Customer
&R25-00001 | No 8 324177 0.00| 324177 0.00 No & Office Depot
8R25-00002 | Yes &8 112692 900.00 0.00F 22692 No & Office Depot
8R25-00008 | No &8 247918 000| 247918 0.00 No & \eeks Drilling &
a8R25-00009 | No & 17500 0.00 175.00 0.00 No & Alpha Analytical
& R25-00018 o 8 83000 0.00 0.00 No & Mobile Modular

e (o Tasks to post the accrual or continue to work the list
% & ~ Finance - Processes - Year End Closing
Search List
& Export -

Refz &—Post |} Accrual | Camryover | Release | Complete? | Vendor/Customer |
28 R25-00001 Year End Processing Report / 000 3241778 0.00 No & Office Depot ‘
R8R25-00002 o - =—rreos?  900.00 0.008 226.92 No & Office Depot

AP ACCRUAL SETUP FOR YEAR END CLOSING 2024-25 27



Review Posted Accrual in Vendor Requistions

Once items are posted in Year End Closing, the system will create the necessary Journal Entries and
‘move” the requisition to FY26. This can be reviewed in the Requisition Account Tab to see the detail
if desired.

Go to Finance — Requisitions — Vendor Requisitions

% & ~ Finance - Requisitions - Vendor Requisitions

Search
= Go Q Clear f_’_| New = W Favorites ~ Finance

Search Cnitena - Vendor Requasibon
E 1 - Reguisition Information
Fiscal Year
Department

Academic Department e Fiscal Year: Blank

Reference Number

Requisition Number R25-00002
Requisition Date e Reference Number:

Completed Date Enter the Requisition or
Order Location PO Number

Requisitioner
Template Regs? No

Quick Start: VR

Example: The final account line for FY26 Object 9510 lists $900.00 accrual amount.

The History Tab will provide a description of the transaction using the Year End Processing.

Reg# R25-00002, PO# P25-00002, |

Requisition Items:ayments:34 Quotes Approvals:1 Assets Attachments Notes History:106

1 New %Export Delete | Undelets .
FD-RSRC-Y-GOAL-FUNC-OBJT-SCH-MGMT

= = 01-0000-0-0000-7200-4350-600-7100
@4 01-0000-0-1110-2700-4350-600-5300

& $1.353.76 §1.353.76 $629.99 é

@& 01-0000-0-0000-7200-4350-600-7100 £0.00 & s0.00& $0.00 & $0.00 ¢
@& 01-0000-0-1110-2700-4350-600-5300 $0.00 & s0.00& 0004 $0.00 &
@& 01-0000-0- - -8510- - & $300.00 & $0.00 & $0.00 & $0.00 &

The History Tab will provide a description of the transaction using the Year End Processing.

I
Requisition Items:1 Accounts:5 Payments:34 Quotes Approvals:1 Assets Attachments Notes \ History:106

% Export
Description | Created By
Year End Processing: Accrual Amount = $900.00, Carryover Amount = $0.00, Released Amount = $166.0 TEST1
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Example Carryover Option

A requisition can be carried over from the closing year to next fiscal year without creating a
liability. Typically used for construction projects.

This will cause the requisition to be paid from the next year’s budget with the same Requisition or PO
number as the closing year R25 or P25. The fiscal year of the requisition will change to the next fiscal
year, but the status will remain the same.

¢ Verify the amount of the requisition (or partial amount) in the Carryover field

e Carryover field is the default balance for requisitions
e If you do not change the carry over amount, you will need to make sure to Change the
Process Field from No to Yes
e Frontline ERP will not automatically change it for you, if no entry is made
e If you want to carry over an amount different from the default, you will need to change
the carryover amount.
o Frontline ERP will automatically do the release calculation
o Frontline ERP will automatically change the Process field to Yes

% © -~ Finance - Processes - Year End Closing

BD Export | [ Tasks -

e Use Tasks to post
e Always verify that all your entries processed

Detail can be reviewed in the Requisition Account Tab.

Go to Finance — Requisitions — Vendor Requisitions

Requisition ltems:{ Accounts:3  p, nts Quotes Approvals Assets Attachments Notes History:6
fﬂNsw%Export Delete 1 Undelete ' I ]

FD-RSRC-Y-GOAL-FUNC-OBJT-SCH-MGMT
= = 01-0000-0-0000-7200-5801-600-7100
24 01-0000-0-0000-7200-5801-600-7100 §1046858 &
@4a01-0000-0- - -3510- - & $1.500.00 &

$1.500.00
4 510468588 $0.00 & $0.00 ¢
$0.00 & $0.00 & $0.00 ¢

Requisition Items:3 Accounts:2 Payments Quotes Approvals Assets Attachments Note
% Export

Description |
Year End Processing: Accrual Amount = $1500.00, Carryover Amount = $104685 87, Released Amount = $0.00
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Example Release Option

The Release Option will release the remaining encumbered amount back into the expense account
balance. Use this option when items or services are not going to be received on or before June 30.

e Enter 0.00 in the Carryover field and Yes in Complete? Field
e Go to Tasks to Post

Frontline ERP will:

o Calculate the Release amount
o Setthe process flag to Yes
o Release the funds upon posting

& & -~ Finance - Processes - Year End Closing

Search List
B Export [ () Tasks -

| Ref# @ Process) Message  Outstanding /Accral | Carryover | Release ) Complete? | Vendor/Customer |
aR25-00001 |Yes |a 8 271848 0.00 0.00& 271848 o & Office Depot
aR25-00008 |Yes |a & 191576 0.00 0.008 1.915.76 No & Weeks Drilling &
& R25-00009 Yes =] =1 175.00 0.00 0.00& 175.00 o & Alpha Analytical
8 R25-00018 Yes ] 4 230.00 0.00 0.00a 830.00 po & Mobile Medular
aR25-00020 (Yes Ja & 63772\ 000 0.008 637.72No & U.S. Bank Equip

Detail can be reviewed in the Requisition Account Tab if desired.

Go to Finance — Requisitions — Vendor Requisitions

% & - Finance - Requisitions - Vendor Requisitions

Search List  Fom
Ia « |l Delete BF‘rev @Next _‘_}Close ‘Eancel [ Tasks ~

Requisition Wems:3 Accounts:]  Payments:1 CQuotes Approvals:l Assets  Attachments Motes  History:14

B Export W Cancel2l

FD-RSRC-Y-GOAL-FUNC-OBJT-SCH-MGMT Amount Percentage | Fiscg Encumbered Paid Liability Avail Bal
= 01-0901-0-1110-1000-4310-000-SFAN [

e The encumbered amount will be released in FY25

|
Requistion ltems:& Accounts:1 Payments CQuotes Approvals:l Assets  Attachments:1 Nute

% Export

Description

Year End Processing: Accrual Amount = $0.00, Carryover Amount = $0.00, Released Amount = $116.53, Status changed to Complete
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Partial Accrual and Partial Release

Sometimes a requisition will need to have a portion accrued and a portion released.

When manually entering a portion in the Accrual field, the system will automatically enter the
difference in the Release field.

e Enter amount in the Accrual field

e Enter 0.00 in Carryover field

Frontline ERP will automatically calculate the difference in Release field and change
Process Flag to Yes

% & ~ Finance - Processes - Year End Closing

Search List

B Bxport | [ Tasks ~

Ref# @& Process | Message  Outstanding| Accrual | Carryover | Release |
R&R25-00001 Yes & 8 271848 0.00 0.00&8 271848 |
RaR25-00008  Yes & & 191576  1.500.00 0.006 41576 |
2a R25-00009 Yes a & 175.00 175.00 0.00a 0.00 |

e Go to Tasks to Post

Detail can be reviewed in the Requisition History Tab.

Go to Finance — Requisitions — Vendor Requisitions

& & - Finance - Processes - Year End Closing

Search List Vendor Requisition
B Dceic | £ Cose W Concel | (@ Tesks -

Regi# R25-00008, PO# P25-00008, FY

Requisition  lter ents:10 Quotes Approvals:1 Assets Attachments Notes History:46

FlNew BLExpot W Delcte f Undelet= W Cancel Al

FD-RSRC-Y-GOAL-FUNC-OBJT-SCH-MGMT Amount | Percentage | Fiscal | Encumbered
" = 01-0000-0-0000-8200-5802-600-7300
@4 01-0000-0-0000-8200-5802-600-7300
24 01-0000-0- -

$0.00 & 0.0000& 2026 & $0.00 ¢
-9510- - & $1.500.00 & 21.3471 8 2026 & $0.00 ¢

Requisition Items:2 Accounts:2 Payments:10 Quotes Approvals:1 Assets Attachments No
% Export

[ Description |
Year End Processing: Accrual Amount = $1500.00, Carryover Amount = $0.00, Released Amount = $415.76
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Positive Requisition — Negative Line ltem

Be mindful of Requisitions with negative line items, such as a discount or credit, the total requisition is
positive, and was processed through the Year End Closing activity as an accrual.

The system will not create an error since the total is positive; however, the accounts will redistribute
the negative line item amount to 0.00 and reduce a positive line item. In this case a manual journal
entry would need to be needed to adjust accordingly.

Example: Requisition Total Amt is positive

Search List
(23 Open D New Q Copy % Expott = @ - Tasks ~ & Grd
Reg# (@ PO# Order Type = RegDate | Total Amt |Outstanding Loc Comment endor

R22-00174  |P22-00174

Requisition Account Tab has negative line item, but the total requisition is positive.

Requistion ltems:2 Accounts:®  Payments Quotes Approvals Assets  Attachments:]  Notes  History:3
DNew %E:pnrt B Celete @ Undelete .’Eancel.-’-‘-.ll

FD-RSRC-Y-GOAL-FUNC-OBJT-SCH-MGMT | Amount | Percentage Fiscal Encumbered = Paid
4 01-0000-0-1110-1000-4340-600-TECH (S5320) & (11.9100) & 20228  (352.80) & 50.00 &
4 01-0000-0-1110-1000-4390-600- TECH $50567& 11191008 20228  $505678& $0.00 &

Review Requisition in next fiscal year, the accounts are redistributed to 0.00 for the negative line and
then reduced the other account. This would require a manual journal entry to redistribute as desired.

Search List

%E:pnrt @ [#] Tasks ~

Requisiton tems:2 Accourts:5 Payments Quotes Approvals MAssets Attachments:1 Notes History:10

D New |§|Expart W Delets ﬂ'UndeIete ' Cancel &l

|FD-RSRC-Y-GOAL-FUNC-OBJT-SCH-MGMT | Amount | Percentage |Fiscal | Encumbered |  Paid
8 01-0000-0-1110-1000-4340-600-TECH 8 s000 0.0000& 2022 8 50.00 8 50,
8 01-0000-0-1110-1000-4350-600-TECH 8 5000 0.0000& 2022 & 50008 s0. (551.87)

@4 01-0000-0-1110-1000-£340-600-TECH $000& 000008 20238  $0008 SO, $7.200.00
801-0000-0- - -S510- - 8 $45187& 10000008 20238  s0008  S0008  S0008  $0.00
= - 01-0000-0-1110-1000-4390-600- TECH | $0.001- 000001 2023]- __ $0.00]- ___$0.00]- __$0.00- _$400.00)
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Review Errors

Post Failed Error

Outstanding Requisitions with a negative amount can be resolved in the Vendor Requisition record or
Completed in the Year End Closing activity.

Review the Message Column for “Post failed error”. If you hover over the error or expand the column,
you can see error message detail.

Example: Post failed, error = Amounts cannot be negative

% Export Lg Tasks -
Ref# Process Message Qutstand @y| Accrual Carryover  Release @ Complete? Vendar/Customer
& R25-00213 Yes a & (22280448 0.00 & 0.00& (222.84. Yes & Pacific Gas & Ele |
A R25-00207 Yes a & (1408173 & 0.00 & 0.00& (140.817. Yes & DANNIS WOLV ¢
& R25-00312 Yes a & (53534668 0.00 a8 0.00& (53.56346 Yes & COMCAST {
& R25-00223 Yes =] a (17937798 0.00 & 0.00& (17.937.7 Yes & Valley Of The Mo {

e Change the Carryover to 0.00

e Change Complete? To Yes [ty Pt veor End Closing

e Go to Tasks to Post |

e Click Yes to continue | Defer oo on 623 Docurnens

e Refresh the Search on Year End Closing ! Yes  Postihe closng update documents

No: Return to the list

o Click Disregard Changes in next window I
o System acts like it doesn’t save but it does : =

e From the list click on Search Tab to verify that these
items have cleared the list

Cannot Process Requisition Error

Sometimes there are multiple people working the year end list and they both try to post a requisition
at the same time or the same requisition at different times
e If you receive the error: “Cannot process requisition, it is already in fiscal year 2026,”
o This means that the document has already been carried forward to the new fiscal year
o The requisition has “moved” into FY26 and can only be altered from that fiscal year

. ________________________________________________________________________________________________________|
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Adjustments Prior to final Closing FY25

If there are items that are processed through Year End Closing in error, or need to have amounts or
accounts changed, the District has the ability to Rollback Year End Closing in the Vendor Requisition

based on user permissions. Districts can continue to make payments for Requisitions based on
District practices and procedures.

Go to Finance — Requisitions — Vendor Requisitions

e Go to Tasks select Rollback Year End Processing

e Make updates in Vendor Requisition and process through Year End Closing activity again

Example - Requisition was Released in Error

The District receives a final invoice and packing slip and wants to make a payment. The District will
need to use the “Rollback Complete/Cancel” from the Tasks dropdown in the Vendor Requisition.

Go to Finance — Requisitions — Vendor Requisitions

e Fiscal Year: 2026 {2025-2026}
e Requisition Number: Enter Req #
o Notice the Status is Complete

% & -~ Finance - Requisitions - Vendor Requisitions

Search List
i} Open “i]New' ﬂCopy %Exporl- Lﬁ' Tasks.v _,JGnd

Reaz @ FO= Order Type | ReqDate = Total Amt  Outstanding ~Status™~

e Open the Requisition
e (o to Tasks to select Rollback Complete/Cancel
o See example next page
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e (o to Tasks to select Rollback Complete/Cancel

% & ~ Finance - Requisitions - Vendor Requisitions

Search List  Fom
@ - W Delte | Prev [@Next & Close W Concel | [ Tosks -

Submit

Return to Open

Requisition |tems:6 Accounts:i Payments:11 Quotes Approva _Cancel

M | |
Requisition/NVendor Information anual Complete

B 1 - Requisition Information g Unprint PO
Dept Id & Busl Vendor Inquiry - Printed
Academic Department & Assign PO Number
Requisitioner & Anne|—— .
Request Date 8 8/6/2 Rollback Year End Processing
Order Location & 1AVS Save as Personal Template
Delivery Location & 1AVS

| Apply Undistributed Amount
Room &
Commert Bus £ Rollback Complete/Cancel

The “Rollback Complete/Cancel” will return the requisition to Ready for Payment status

e Open the Requisition
e Adjustment Amount: Change to 0.00
o The system will populate the Total Cost field with the amount that was released in the
Year End Process

Requisition  |tems:6 Accounts:1 Payments:11 Quotes Approvals:1 Assets Attachments:3 Notes History:60

= 1 - Requisition Information = 4 - Order Cost Information
Dept Id & BUSINESS {Business Department} Non Taxable Amount & 863779
Academic Department =] Taxable Amount & 0.00
Requisitioner ) Sub Total & 863779
Reguest Date & 8/6/2024 Tax Rate & 8500
Order Location 1AVS {ABCD} Sales Tax & 0.00
Delivery Location 1AVS {ABCD} Shipping Pct 0.00
Room Shipping Amount 0.00
Comment Bus Repair and Maintenance Tax on Shipping No
Responsibility Total Cost 8 803531
Category Adjustment Amount (598.48)

Requisition Items:6 Accounts:1 Payments:11 Quotes Approvals:1 Assets Attachments:3 Note&_ History:60

E Export

' Description | Created By
Status changed from Complete to Ready for Payment when reguisition was rolled back TESTH

Year End Processing: Accrual Amount = $0.00, Carryover Amount = $0.00, Released Amount = $558.48, TEST1

e The District can now process the requisition for the Final Payment, or update the Year End
Closing list to reflect accordingly.

AP ACCRUAL SETUP FOR YEAR END CLOSING 2024-25 35



Example - Requisition was processed with an incorrect Accrual amount

The District setup an Accrual with the incorrect amount. FY25 is still open and they would like to fix
the requisition to reflect accurately in FY26.

Go to Finance — Requisitions — Vendor Requisitions

e Fiscal Year: 2026 {2025-2026}
e Requisition Number: Enter Req #
e Click Go

2 & ~ Finance - Requisitions - Vendor Requisitions

Search List Form
B3 Open [ New - i Copy % Expot - @ - D Prey D- Mext Tasks - (i Gnd
Reg® [ PO # Order Type = RegDate | Total Amt Comment

R24-00016 P24-00015 PO wio Recei 51/2023)  14,022.35 5,000.00| Propane for 23-24

e Open the Requisition Line
e Go to Tasks to select Rollback Year End Processing

(& v W Delste [ Frev [ Nest &5 Close IR Cancel
\\/

Submit

Return to Cpen

~
Requistion ftems:? Accourts:3 Payments:9 Quotes Approvals e

Hegquisihion/Nendor Informabon

Manual Complete

B 1 - Requisition Information Unprint PO
Dept 1d Wender Inquiry - Printed 1
Academic Department Assign PO Mumber
Requisitioner =
Request Date Rellback Year End Processing
Order Location Save as Personal Template

Go to Finance — Processes — Year End Closing

& & ~ Finance - Processes - Year End Closing

Search List

%E:port @ [ Tasks ~

e Accrual Amount: Correct Accrual amount
e Carryover: 0.00
e Go to Tasks to Post
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Example - Requisition was processed with an incorrect Accrual amount and
Account code

The District setup an Accrual with the incorrect amount and an incorrect Account codes. FY25 is still
open and they would like to fix the requisition to reflect accurately in FY26.

Go to Finance — Requisitions — Vendor Requisitions

e Fiscal Year: 2026 {2025-2026}
e Requisition Number: Enter Req #
e Click Go

2 8 ~ Finance - Requisitions - Vendor Requisitions

Search  List Form
@ + W Delste DF’rev @Neﬂ * Close 'Eancel [# Tasks ~

Submit E
Return to Open
Requisition  tems:2 Accourts:5 Payments:16 Quotes Approvs Cancel -
E 1 - Requisition Information Manual Complete Or
BUSIMESS {Business Departme Unprint PO T.
Academic Department =] - - bl
Vendor | - Printed
Requisitioner Budget Queen enl oringquiny = Fnn T
Request Date & 4/18/2022 Assign PO Mumber F:
Order Location D0 {District Office} | _
Delivery Location DO {District Office} Ir

e Open the Requisition Line
e Go to Tasks to select Rollback Year End Processing
e (o to the Accounts Tab to update the Amounts and Account Code

& & - Finance - Requisitions - Vendor Requisitions

Search Lst  Fom
(@ ~ B Delete [ @ Prev (@ et £ Save/Close  EJ Cancel  [] Tasks -

Requisition lems:2 Accourts:5 Payments:16 Quotes Approvals:] Assets Attachments:1 Motes  History:53
K New B Export [l Delete ' Urdslste EJ Cancel Al

|FD-RSRC-Y-GOAL-FUNC-OBJT-SCH-MGMT | Amount | Percentage | Fiscal
32 01-0000-0-0000- 7200-4350-600-7100 5200000 & 66.6667 & 202
& 01-0000-0-1110-2700-4350-600-5300 $500.008  16.66678 202
®a 01-0000-0-0000-7200-4350-600-7100 8  s0.008 000008 202:
@4 (1-0000-0-1110-2700-4350-600-5300 8  s0.008  0.00008 202
22 01-0000-0- - -3510- - 8 50008  0.00008 202
" 01-0000-0-0000-7200840-000-TECH _______________| S$50000. 166667 202

e Save/Close
e Go back to Year End Closing Activity
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Go to Finance — Processes — Year End Closing

e Enter the Req #
e Click Go

% © ~ Finance - Processes - Year End Closing

Search List

% Export @ Tasks =

1.000.00| 0.00[=

e Accrual Amount: Correct Accrual amount
e Carryover: 0.00
e Go to Tasks to Post

The History Tab in the Vendor Requisition (Finance — Requisitions — Vendor Requisitions) will show
the account updates and Year End Processing Amount.

% ©) -~ Finance - Requisitions - Vendor Requisitions

Search List  Fom
@ » W Delete DF’rev DNEH[ *4 Close ‘ Cancel Tasks -

Requistion tems:? Accounts:7 Payments:16 CQuotes Approvals:1 Assets Attachments:1 Motes  History:61

% Export
| Diescription

Year End Processing: Accrual Amount = $1000.00, Carryover Amount = $0.00, Released Amount = 57.92
Account 01-0000-0-1110-2700-4350-600-5300. amount changed from $1,000.00 to $500.00

Final FY25 AP Check Processing June 17, 2025 by 12:00 pm
DO NOT create AP batches between June 20 1:00 pm and June 30

Final FY25 Cash Deposit June 17, 2025 by 4:30 pm

DO NOT Create AR Receipts batches between June 17 and June 30
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Final Reports

The Final Fiscall5-Year End Checklist should include both Regs and Payments in the search and
reviewed that it’s clear of all transactions.

Review Fiscall5 Fiscal Year End Checklist

Go to Finance — Reports — Fiscal — Fiscall5 Fiscal Year End Checklist

Fiscal Year: 2025 {2024/2025}

Reqs?: Yes - Include Requisitions having zero encumbrance balance
Payments?: Yes — Include Payments

Click Go to generate the report

% & + Finance - Reports - Fiscal

List Request/Report

() Go [@) Go/Expot ~ KJ Clear [ Prev [uh Next i Favorites -
Request Report
Request
E 1 - Report
Report Number & Fscalld
Description & Fscal Year End Checllist
Report Sample &% Fscalld
Report Favorite 1D &
B 2 - User Options
Fiscal Year 2025 {2024/2025}
Department
Reqgs? Yes - Include Requisitions having zero encumbrance balance
Payments? Yes - Include Payments

The Fiscal 15 report MUST
be completely clear (no
transactions) in order to

‘ close the fiscal year

\S
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Final Ledger02 Receivables/Liabilities Activity

Go to Finance — Reports — Ledger — Ledger02

Closing Year: 2025 {2024/2025)

A/R or A/P? Both

Cleared Items: Yes — Show Cleared Items

JE Source?: Yes-Include all JE Source

Click Go to generate

Ledger02 must be signed by LEA Authorized Signature and submitted with the Year End
Closing Checklist from the workshop on June 4, 2025.

” & - Finance - Reports - Ledger

List Request/Report
=) Go @) GolExport - KJ Clear [4gh Prev [ Next iy Clocc o Favortes -

Request Report

= 1 - Report
Report Number & Ledger(2
Description & Receivables/Liabilties Activity
Report Sample 8% |Ledger?
Report Favorite ID &
B 2 - User Options
Closing Year 2025 {2024/2025)
Department
Location
A/Ror A/P? Bath
Requisition Number
Invoice Number
Cleared tems? Yes - Show Cleared tems
JE Source? Yes-Include all JE Source
Unposted JE? No - Do NOT select unposted Joumal Entries

Final FY25 AP Check Processing June 17, 2025 by 12:00 pm

DO NOT Create AP batches between June 17 1:00 pm and June 30

Final FY25 Cash Deposit June 16, 2025 by 4:30 pm
DO NOT Create AR Receipts batches between June 20 and June 30
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Frontline ERP Documentation & Tools

+ Use Tools in any screen in Frontline ERP (Top Right Corner)
+ How-To — Web base documentation search

e Tutorials — Short Videos

001 - ABC v

GQuick Stad here w

» Budget
» Fizcal

» Feguisitions
» AP

1]

v Azzets

» Purchaszing

» Stores
»iork Orders

Bank Reconciliation

Joumal Entry [mport
Fritt AP Checks
Reprint 4P Checks

Year End Clozing

' How-To

H Tutorial

Cerl+T

9 Learning Center | Frontiine ERP - California (formerly Escape)

Year End Closing

Checklist and detailed instructions for year end processing

Working the Year End Closing List

zZ This requires a Fiscal, SysSupport or SysMegr role.

We recommend that you work on each document type separately.

The software defaults 7/1 as the first day you can process an accrual or carryover. If you

need to change this date, please contact your support representative.

If a warning is displayed in the Fiscal Year field, the Ledger for the fiscal year may be
closed i.e., the day set in the June Close Date in the System-Setup-Fiscal Year Status
has passed).

Categories
Finance
Online 6
HR
Payroll

COE Activities
Finance Reports
HR/Payroll Reports
Report Management
Module Setup

System Setup
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