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Supply Chain Management - Fiscal Year and Budget Period Close Procedures


	PROCEDURE NAME:


	
	Supply Chain Management – Fiscal Year and Budget Close Procedures FY2011


	PURPOSE:


	
	To document the fiscal year and budget period close procedures for Supply Chain Management.


	RESPONSIBLE AREA
	
	ACTION STEPS

	Purchasing and Ordering Departments
	1
	Enter, approve and budget check all Prior Year Requisitions by the cut-off date established in the year-end close calendar.

REQUISITION PROCESSING

HEADER STATUS

BCM STATUS
ACTION
Approved
Error
Fix the budget exception and budget check the requisition.  If goods are no longer needed cancel the requisition from the requisition header.  If goods are still needed budget check and process the requisition.  

Run query REQ_BCM_ERRORS_FY2011 to identify reqs with a budget check status of Error.
Approved
Valid

If the requisition is on hold remove the hold 

from further processing flag.  If goods are no
longer needed cancel the requisition from the
header.  If goods are still needed copy the
 requisition to a PO.
Run query REQ_ON_HOLD_FY2011 to 

identify reqs on hold.  Run query

REQ_APPROVED_AND_VALID_FY2011
to identify approved requisitions.

Approved
Not Checked
If the requisition is on hold remove the hold from further processing flag.  If goods are no longer needed cancel the requisition from the header.  If goods are still needed budget check and process the requisition.
Run query REQ_ON_HOLD_FY2011 to 

identify reqs on hold.  Run query

REQ_APPROVED_NOT_CHECKD_FY2011
to identify requisitions.

Open or Pending
Not Checked
If the requisition is on hold remove the hold from further processing flag.  If goods are no longer needed cancel the requisition from the requisition header.  If goods are still needed approve, budget check, and process the requisition.
Run query REQ_ON_HOLD_FY2011 to 

identify reqs on hold.  Run query

REQ_NOT_APPROVED_FY2011
to identify requisitions not approved.

Enter, approve, edit and budget check all Prior Year Purchase Orders by the cut-off date established on the year-end close calendar.

PURCHASE ORDERS PROCESSING

HEADER STATUS
BCM STATUS
ACTION
Dispatched
Not Checked
Budget check the PO.  If goods are no longer needed cancel the PO from the PO header.
Run query PO_DISPATCHED_NOT_CHECK_FY2011 to identify Pos dispatched and not budget checked

Dispatched
Valid
If PO is not fully received and paid issue change order or close PO through PO Recon Workbench
Approved
Error
Fix the budget control exception and budget check the PO.  If goods are no longer needed cancel the PO from the PO header. 
Run query PO_BCM_ERRORS_FY2011 to identify Pos failing budget check.

Approved
Not Checked

If goods are still needed issue a new PO and cancel the old PO from the PO header.
Run query PO_APPROVED_NOT_CHECKD_FY2011 to identify Pos approved and not budget checked.

Approved
Valid

Dispatch the PO.  If goods are still needed issue a new PO and cancel the old PO.
Run query PO_APPROVED_NOT_DISP_FY2011 to identify Pos not dispatched.

Open
Not checked

If goods are still needed issue a new PO and cancel the PO.
Run query PO_OPEN_NOT_CHECKED_FY2011 to identify open Pos.

Initial

N/A

Complete or recycle Pos.  Any Pos still at a status of Initial will be deleted.
Run query RESERVED_PO_FY2011 to identify PO at a status of Initial.

The latest cut-off dates for entering prior year requisitions and purchase orders to expedite the Prior Year Receiving and Prior Year AP payment process are established on the Year-End Close Calendar .

For example, all Prior Year Purchase Orders should be entered (keyed) and processed through REQ and PO  by June 20th, 2011, so Receiving Department can receive all goods into the systems by the cut-off date for entering Prior Year Receipts and Accounts Payable can process all Prior Year Payments by AP Cut-Off.

	Purchasing – Receiving and Inventory
	2
	All goods associated from the Prior Year must be received into the system with a Recv Date on or before 06/30/2011  The receipt date can be changed by clicking the Header Details  [image: image1.png]


   link of the receipt page.
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Header Details

Business Unit: LSUSH *Receipt Date: [pei30/2009 1 Receipt Time: [12:45PM
Receipt ID: NEXT User D SAUTHE

Recefve Source:  On-line Receipt Status: ~ Open

Vendor: 0000002214 Name: OWENS & MINOR INC

Location: [oooo000001 “ship To: [RECEMING





All Prior Year receipts for goods delivered through 06/30/2011 should be entered as soon as possible so Accounts Payable has sufficient time to make payment during AP Close.
(NOTE:  Entering an inventory receipt into the system after 06/30/2011 using a Recv Date of 06/30/2011 is not acceptable as the inventory module assigns a received date equal to the date keyed instead of the Recv Date keyed on the receipt).


	HCSDA Administration determines check writing days and may not require a pay cycle for 6/30/xx
	3
	HCSD - On the Last Work Day in June, immediately after matching runs at 9:30 a.m., run budget checking and request the 06/30/xx pay cycle.

Follow the existing procedures for all pay cycles.  The Payment Accounting Date on the Pay Cycle will be = “Current Date” (July xx, xxxx).

 All Cash Payments made beginning 07/01/XXXX whether for Prior Year or Current Year will be booked to Current Year.

HCSDA Administration determines check writing days for their Business Units.

	General Ledger at HCSDA
	4
	On 07/01/XX change Journal Date on Journal Generator Templates.

Change Journal Date on the Journal Header Field 

From

CURRENT DATE

Change to
ACCOUNTING DATE ON 



TRANSACTION

Change the Following Templates ONLY:


ACCRUAL

CLOSURE

ENC

ENC_CLOSE

ENC_REV

PREENCCLO

PRENC

PRENCREV


	General Ledger- HCSDA
	5
	Extend dates on Budget Transaction Control for Reqs, Pos and AP Vchr for prior year.


	General Ledger- HCSDA
	6
	Open Period 1 for Current Year (July).

Confirm Period 12 for Prior Year is open (June).


	Accounts Payable 
	7
	During the Close Out Period, AP will be required to designate an Accounting Date on the Accounting Information page of 06/30/xxxx for PRIOR YEAR EXPENDITURES.  CURRENT YEAR EXPENDITURES will default with the “current date” (July X, XXXX) Two methods of controlling & monitoring the accounting date are provided.  

1. Method 1 – Use one Control Group designating Accounting Date = June 30, xxxx for all Prior Year vouchers entered during Close Out and use a second Control Group using default Accounting Date of “Current Date” (July) for Current Year Vouchers.

Review Accounting Date and FY for each Control Group by running the Public Query AP_CLOSE_CONTROL
2. Method 2 – Review of Accounting Date using the Public Query AP_CLOSEOUT_REG_PS8
A determination should be made at the beginning of close on which method to use.  The method must be approved by HCSD Headquarters.  



	Accounts Payable 

(METHOD 1)
	7-1a
	Create Control Group for the AP Specialist entering PRIOR YEAR expenditures.  Designate the Accounting Date as follows:

Navigate to: Accounts Payable/Control Groups/Group Information/Add a New Value 
Add Control Group as documented in the AP Supervisor Training Manual with the following exception:

Click on  the Accounting Tab:

Under Accounting Date Select “Use Specific Date”.  Enter Date of 06/30/xx
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Select Actions of Post Group and Only Pay Verified Groups.

Click Save.

Create Control Group for AP Specialist entering CURRENT YEAR expenditures.  
Navigate to: Accounts Payable/Vouchers/Control Groups/Group Information/Add a New Value
Add Control Group as documented in the AP Supervisor Training Manual with the following exception:

Click the Accounting Tab:

Use default the Accounting Date as follows:
Under Accounting Date Confirm “Current Date” (July X, XXXX) is selected.

Select Actions of Post Group and Only Pay Verified Groups.
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Click Save


	Accounts Payable

(METHOD 1)
	7-1b
	Enter Vouchers for Control Groups added by the AP Supervisor as documented in the AP Supervisor Training Manual. 

Navigate as follows: Accounts Payable/Vouchers/Add-Update/Regular Entry / Add a New Value

The Accounting Date of 06/30/xx will default on the Invoice Information page onto any voucher in the Prior Year Control Group.
[image: image5.png]Business Unit:  HCSDA
Voucher NEXT

Voucher Styfe:  Regular

Vendor: | —Y
Name: =«
Locatio

—
“Address: —

‘Advanced Vendor Search

Imvoice Number:
Invoice Date: £l
Misc.Amount: [ & hon Merchandise Summary

Freight Amount: [ &

Total: | —
Balance: o0
Comments
BaSISDUE:  inoice Date acton: [ 7] Run
Accounting Date: [og73012008] 5
“Currency:

pEma

Line “Distribute by tem Description Quantity UOM  UnitPrice  Extended Amount =
1 [amount =1 [ a I [af [ 500
ShipTo  SpeedChart
HosDA QL QI Use One Asset D
& Customize | Find 2]

‘GL ChartFields 1

Amount Quantity *GL Unit *Account Openitem Oper Unit Fund Department Program
1 s [ feseRa | Q[ Jal al Q] a[a





The Current Date (July X, XXXX) will default from the Control Group Accounting Page onto any voucher in the Current Year Control Group.
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Click Save.

	Accounts Payable

(METHOD 1)
	7-1c
	Verify Control Group:

Navigate as follows: Accounts Payable/Control Group/Group Information / Find an Existing Value 

Follow procedures documented in the AP Supervisor Training Manual to VERIFY the control group.

Run Public Query AP_CLOSE_CONTROL:

CONFIRM THE FOLLOWING DATA FOR EACH VOUCHER ENTERED for those Control Groups designated for  ONLY Prior Year Vouchers:

ACCOUNTING DATE = 
06/30/XX

BUDGET PERIOD =
prior year 

CONFRIM THE FOLLOWING DATA FOR EACH VOUCHER ENTERED for Control Groups designated for ONLY Current Year Vouchers:

ACCOUNTING DATE = 
07/XX/XX



	Accounts Payable 

(METHOD 2)
	8-2a
	Specify Cut Off Time for Data Entry each day for AP Specialists. (i.e. 4:30 p.m.)
 NOTE: The final Matching process runs at 6:00PM each work day.

Specify which AP Specialist(s) will be responsible for entering Current Year Vouchers. Since historical information reflects that the majority of vouchers entered during Close Out are, indeed, Prior Year, the recommendation is that ONLY 1 Specialist be designated to enter Current Year Expenditures.  All other Specialists should enter Prior Year Expenditures.

	Accounts Payable
(METHOD 2) 
	8-2b
	During the specified Close Out Period continue payment of Prior Year expenditures. 

Payment of Current Year (July X, XXXX) vouchers will be done on an “as needed” basis with the APPROVAL OF THE AP SUPERVISOR.  ONLY THE SPECIALIST DESIGNATED FOR “CURRENT YEAR” PROCESSING WILL ENTER CURRENT YEAR VOUCHERS AFTER AP SUPERVISOR APPROVAL.

TO ENTER PRIOR YEAR VOUCHERS:

Navigate as follows: Accounts Payable/Vouchers/Add-Update Regular Voucher/Add a New Value 
Enter Voucher as documented in the AP Specialist  Training manual with the following exception:

You  MUST change the Budget Period from “current year” (defaults) to “prior year” on the INVOICE INFORMATION PAGE.
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NOTE: On PO Vouchers, the Budget Period Defaults to the “prior year” which is on “prior year” PO.

Change the Accounting Date to = 06/30/XXXX.

Click Save 

TO ENTER CURRENT YEAR VOUCHERS

Navigate as follows:  Accounts Payable/Vouchers/Add-Update Regular Voucher/Add a New Value 

Enter Voucher as documented in the AP Specialist  Training manual.  The Accounting Date on the Invoice Information page will default to the “Current Date” (July X, XXXX).
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	Accounts Payable 

(METHOD 2)
	8-2c
	At 4:30 p.m. each day (or after designated cut-off time) run Public Query:  AP_CLOSEOUT_REGISTER 
CONFIRM THE FOLLOWING DATA FOR EACH VOUCHER ENTERED for those SPECIALISTS designated to enter ONLY Prior Year Vouchers:

ACCOUNTING DATE = 
06/30/XXXX
BUDGET PERIOD =
“Prior Year”

CONFRIM THE FOLLOWING DATA FOR EACH VOUCHER ENTERED for the  SPECIALIST(s) designated to enter ONLY Current Year Vouchers:

ACCOUNTING DATE = 
07/XX/XXXX

BUDGET PERIOD = 
Current Year 

Make any necessary corrections to the Accounting Date on the Accounting Information page BEFORE THE 6:00 PM VOUCHER MATCHING  PROCESS RUNS.



	Accounts Payable 
	9
	Ensure all Vouchers and payments are processed by AP Close Date by monitoring the following on a daily basis:
1. Clear Match Exceptions: Run Match Exceptions Report
2. Clear Budget Check Errors. Run Public Query AP_VCHR_BCM_BY_BU

3. Insure All Vouchers are posted. Run Public Query AP_UNPOSTED_VCHRS_BU
4. Insure all vouchers have accrual entries by running Public Query: AP_POSTED_WITHOUT_ACCRUAL
Note: If results are returned on this query for your BU, then you must log a help desk ticket indicating that you have run this query and returned rows.  Please copy Thuy Nguyen, Victor Havard and Barbara Doss on this help desk ticket request.

5. Insure all Payments are posted. Run Public Query AP_PAYMENTS_NOT_POSTED_BU

6. Contact Functional Support Organization by email (vhavar@lsuhsc.edu and bdoss@lsuhsc.edu prior to the close out date if you are unable to post and voucher or payment. 

	Accounts Payable 
	10
	Payment Cancellations – HCSD HEADQUARTERS, LSUSH AND LSUNO, see CLOSE OUT PAYMENT CANCELLATION Procedure.

All other Business Units will follow Payment Cancellation Procedures in place.



	General Ledger
	11
	Upload Spread Sheet into General Ledger creating a Reversing Journal entry into the PRIOR Fiscal Year.



	General Ledger
	12
	Daily Running of AP/PO Journal Generators for Prior Year through AP Close-Out time period.


	General Ledger – LSUNO, LSUSH and HCSDA
	13
	Notify Functional Support Organization by email  (mrobic2@lsuhsc.edu and sauthe@lsuhsc.edu)  when AP Prior Year Payments are complete and all PO and AP transactions are posted and journal generated to G/L.


	General Ledger – LSUNO, LSUSH and HCSDA
	14
	Change Journal Generator Templates modified in Step 6 back to “Current Date” after AP Cut-Off.


	Purchasing Functional Support Organization
	19
	Run the following processes:

· Close Purchase Orders
· Close Requisitions


	General Ledger –HSCDA
	20
	Insure staff is available to work any BCM errors that occur after the following processes have been run by the Functional Support Organization:

· Close Purchase Orders

· Close Requisitions

Provide by email staff contacts to Functional Support Organization -  mrobi2@lsuhsc.edu, pomoro@lsuhsc.eduand sauthe@lsuhsc.edu 


	Purchasing, Receiving, Inventory, Accounts Payable, General Ledger
	21
	Manually cancel/finalize remaining PO’s, and REQ’s not cancelled through year-end programs. Notify Functional Support Organization –sauthe@lsuhsc.edu when all REQ’s and PO’s are processed to completion and are processed through GL Journal Generation.



	Technical Support Organization
	22
	Run Clean-up scripts:

· Update Encumbrances to zero by chart field by PO number/line/distribution.

· Update Encumbrances to zero on the by chart field by PO umber/line/distribution.

· Mark all prior year Po Lines complete.

· Update Pre-Encumbrances to zero by chart field by REQ number/line/distribution.

· Update Pre-Encumbrances to zero by chart field by REQ number/line/distribution.

· Mark all prior year REQS complete.



	General Ledger –HCSDA
	23
	Coordinate with other BU’s to change Journal Generator Templates to "Accounting Date on Transaction" to process prior year transactions generated as a result of year end cleanup scripts/programs.  Typically done after hours or on weekends during cleanup.

	General Ledger –HCSDA
	24
	Close Budget Transaction Control for 2008 for REQS, POS and AP Vouchers after step 24 is complete.

	General Ledger –HCSDA
	26
	Begin Budget Close Process.
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