PeopleSoft Financials

Process Definition — Purchasing Module

Process Year End Processing — GENERAL PROCEDURES —
AGENCY
Process Number PO — 044 Revised 04/21/09

Description of Process

This process describes general procedures to be used during the year-end processing period. This
includes the month of June and the first few days of July before the fiscal period close is done. As of
FY2005, both the July and June accounting periods will be open between 7/1 and the June
close. See instructions contained in this document to assure encumbrances are posted to the
proper fiscal year and accounting period.

Input to Process

Purchasing Transactions: Create PO, Change PO, Create Requisition

Create Purchase Orders and Requisitions: The Accounting Date on the PO/Req Header panel
controls the fiscal period in which the encumbrance/pre-encumbrance posts. The budget date at
the PO distribution level (Details/Tax tab) controls which year’s budget is being charged (see
panel shots below). All Purchase Orders/Requisitions for the current budget year must have an
Accounting Date and Budget Date of 6/30 or earlier. All Purchase Orders/Requisitions for the
subsequent year must have an Accounting Date and Budget Date of 7/1 or later. (See the 0PO087 &
0POO089 queries described below to monitor for the misuse of Accounting Date and Budget Year).
Correct either the budget year (at the distribution level) or the Accounting Date (on the PO/Req Header)
so that they are not contradictory. If not budget checked, just change the incorrect values and save. If
already budget checked and the distribution budget year is incorrect and accounting date is correct, the
transaction can be corrected by changing the budget dates and re-budget checking. If already budget
checked and the accounting date is incorrect (regardless of whether the budget date is correct or not),
the PO/Requisition must be canceled (keeping the original incorrect accounting date) and then be re-
entered correctly. As long as no voucher activity has occurred, the budget date can also be
updated from the PO Defaults page when all need to be updated to the same value. You must
then use the retrofit function (click checkbox next to “Apply to all Distribs” in order to update all
the distributions. If you do not retrofit, just changing the date on the PO Defaults page will have
no effect.

PO/Requisition distributions referencing the subsequent budget year should not be mixed with
current or earlier budget year distributions on a single PO/Requisition until after the close of the
June fiscal period. (See the 0PO088 and O0PO090 queries described below to monitor for mixed
budget years on single transactions). If not budget checked, just delete the subsequent year
distributions and either put on a separate PO or wait until after the June close to re-add to the same
PO. If already budget checked, the distribution posted to the wrong accounting period must be canceled
and put on a separate PO or wait until after the June close to re-add to the same PO.

Create PO Change Orders: In addition to not mixing budget years, the accounting date must be
verified before saving the changed PO. The system will error with the following message if the
accounting date is not in the range of open accounting periods:

The Accounting Date is out of range. From Period/Year=12/2008; To Period/Year=1/2009

The accounting date for Change Orders processed between 7/1 and the June close must therefore be
either a June or July date. For change orders to current budget year Purchase Orders, always use an
Accounting date of 6/30 or earlier. For change orders to subsequent budget year Purchase Orders,
always use an Accounting date of July 1 or later.
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Output of Process
Approved and Valid Current and Subsequent Year Purchase Orders and Requisitions
PeopleSoft Panel Groups being Used

Function Panel Group
Create PO’s Add/Update Purchase Orders
Create Requisitions Add/Update Requisitions
PO Queries Query Panel
Requisition Queries “
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Responsibility

Process Description (Agency/Centralized)
The following queries related to Purchase Order encumbrances Agency Fiscal Management
should be monitored closely during the year end period: Team

e (0PO001_BCM Errors — This query lists PO’s with budget
checking errors. These should all be cleared up for current year
PO’s before the year-end close date. Error conditions should be
corrected so that the PO’s pass BCM or the PO’s must be
canceled.

e (0PO040_POQO'’s Current Yr No BCM — This query may overlap the
above, but lists all current year PO'’s that do not have a “Valid”
Budget Checking status. All current year PO’s must have a
“Valid” status by the year end close date or be canceled.

e (0POO013/0PO013KK_Outstand Encumb by BU — These queries
lists all PO’s with outstanding encumbrances. Current year PO’s
should be reviewed to assure that the encumbrance is still
needed. If not, action should be taken to relieve the
encumbrance. This can be done by several means:

Process change orders to reduce the PO amount by the amount
of the remaining encumbrance.

Cancel or close the PO from the GA PO Workbench. This will
adjust the encumbrance to match what has been liquidated.

Use the “Final Reference” field on the PO Voucher for each
distribution on the PO. This should cause the system to “close”
the PO and return the remaining encumbrance to the budget.

If all of the above fails, call the Help Desk at 404/657-3956 for
assistance.

Beginning with the FYO05 fiscal year end, two accounting periods
(June and July) will be open from 7/1 until 7/15 (or the June
close date specified for that year). The following queries can be
used to assure that the encumbrances post to the correct
accounting period.

e (0PO087_POs_w_Dates Out_of Sync — This query lists PO’s
where the budget year used on the line distribution contradicts
the Accounting Date on the PO Header. Run this query daily to
assure that all current year PO’s have an “Accounting Date”
on the PO Header of 06/30 or earlier and all subsequent year
PO’s have an “Accounting Date” of 07/1 or later. (See panel
shot below)

e (0PO088 POs_w_Multiple_BYs — This query lists PO’s that
contains distributions using both the subsequent budget year and
the current budget year. Do not mix budget years on the same
PO prior to the close of period 12. Run this query daily to
assure that this does not occur.
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As of FY09, pre-encumbrances are not longer created for Agency Fiscal Management
requisitions. It is no longer necessary to monitor the following queries | Team
related to Requisition pre-encumbrances:

e (0PO017/0PO017KK_Outstnd_Pre_Encum_by BU: This query
lists all requisitions with outstanding pre-encumbrances. All
requisitions for the current year that will not be awarded by the
year-end close date must be canceled. PO’s awarded from
current year requisitions must be budget checked prior to the
year-end close date in order to reverse the requisition pre-
encumbrances. (No longer necessary to run this)

e (0PO041 Regs_Current_Yr_No_BCM: This query lists only
current year requisitions that have not been budget checked.
These requisitions must either be budget checked in time to
assure that “State Purchasing” can award before June 30" or the
budget year and Accounting date changed to the subsequent
year or be canceled. (No longer necessary to run this)

e For subsequent year requisition, include a header comment that
reads: FOR FY XXXX (appropriate subsequent year)

Beginning with the FYO05 fiscal year end, two accounting periods
(June and July) will be open from 7/1 until 7/15 (or the June
close date specified for that year). The following queries can be
used to assure that the pre-encumbrances post to the correct
accounting period. Although pre-encumbrances are no longer
being used, incorrect dates could still cause budget checking or
other processing issues with your requisitions.

e (0PO089 REQs w_Date Out of Sync - This query lists
Requisitions where the budget year used on the line distribution
contradicts the Accounting Date on the REQ Header. Run this
guery daily to assure that all current year Requisitions have
an “Accounting Date” on the Requisition Header of 06/30 or
earlier and all subsequent year Requisitions have an
“Accounting Date” of 07/01. (See panel shot below)

e (0PO090_REQs_w_Multiple_BYs — This query lists Requisitions
that contains distributions using both the subsequent budget year
and the current budget year. Do not mix budget years on the
same Requisition prior to the close of period 12. Run this
guery daily to assure that this does not occur.

Forms Used with Process (#)

**Attach sample form(s)

PO Header Panel:
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STATT ACCOURTING CFricr

=3

Mew Window | Help | Custornize Page | 5 -~

Maintain Purchase Order

PO Header Details

Unit: 48400 POID: 0000098700  Vendor:  CHOICECONG-0M
Vendor: CHOICECONC-001 PO Date: 10/17/2007
PO Type: Ibr-nF' & open Market Purchase Budget Status: Mot Chkd

*Billing Location: |PO_133001 2y Billing Address ¥ Tax Exempt ID:|56?DDDd?K
Origin: |133 Q,  Dist3-Main Letter of Credit ID: | aQ

Currency Code: |USD C,  Exchange Rate Detail Base Currency: usD
Rate Date: 0140111901 Bxchinnge Raje: 1.00000000
Rate Type: CRRMT

¥ Dispatch ‘Method: |Prim 'I Accounting Date: 1001742007 5

Accounting Template: IACCTSF‘AY1 Q

Ok | Cancell Refreshl

-

|_|J_|_|_|_|_| . Trusted sites 0% -« 2

State of Georgia
Rev. 05/27/09 Page 5



PeopleSoft Financials

Process Definition — Purchasing Module

PO Distribution (Details/Tax) tab:

-.ru'r'.«'cggz OrFrcr

=3

Maintain Purchase Order

Distributions for Schedule 1

Unit: 43400 Vendor: CHOICECOMC-001
PO ID: Qooooosaroa em: Concrete
Line: 1
Sched: 1 Status: Active
"Distribute hy: [amount =] Schedule Oty: 466.0000
Merchandise Amt: 49950.54 USD
—

SpeedChart: Multi-SpeedCharts

Doc. Base Amount: 4095054 USD

Chertfields | DetailsTax Y Asset Information | Req Deta Statuses |
- : Base ; : . Statistics iy
Dist Status Percent  Base Amit Cilfrea currency Bug L ocation IN Unit Code Consigne
1 Open [Toooooo 4905054 USD  Cumrency [1oM72007 [)[PO_t33001 @ | Q | Qm
oK | Cancel Refresh Rd
< | 2
| l_ Fal |_|_|_|_| . Trusted sites H100% v
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Req Header Panel:

STATE AC cgﬁ: OFFIce

(=113
Maintain Requisitions i
Requisition
Business Unit: 48400 Status: Open ™ X
Requisttion ID: 0000000731 Budget Status: Mot Chik'd ﬁa
Open Contract (YN |Y_ I Hold From Further Processing
|
‘Requester: [MAINESD Q 5181|EBF' Williams 404-824-  Requisition Defaults ~ Reguisition Activities
Add Comments Document Status
. P x mEQUEeSTer N0 T e T s e T
Requisition Date: I1 o tizoo7 [ Bequester Inf
"Origin: |1 94 O Traffic Opems Warehouse
‘Currency Coie: Dollar Total Amount: 000 UsD
Accounting Datsg
Purchasing kit Catalog Line: | QTo:l Q Retrievel
ltern Search Reguester ltems
Ship ToDue Date :." Status )’ “endor [nformation Y ftem Information j" Attributes :.f Contract Ourc \t |
ine Item Description Quantity ‘UOM Cateqgory CD  Price Amount Sta
1R | Q. |workzone Law =] € [1oooooc [Ea | @ [essez @ [o.o0000 Op
7 B Q |Preventative =1 6 [roooooi [En | @ |aess3  Q, |0.00000 Ope
I B | @ |srounding Repair- =1 & [10n oone |EA @ |9g883  Q [0.00000 Opew
2l | o
| [ [ [ [ [ [ Trustedsies [* 100w -
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Req Distribution (Details) tab

STATE AC cm: OFFICE

=3

Mew Window | Help | Custamize Page | 5

Maintain Requisitions

Distribution

Requisition ID: 00000007 31 Item: Workzone Law Enforcerment
Line: 1 Status: Active

Schedule: 1

Ship To: PO_194001 TrOpWar Quantity: 100.0000 EA

‘Distriburte by: |Quamiw vi Open Quantity: 100.0000

Amount: 0.00 UsD

SpeedChart: [ Q. Multi-SpeedCharts

Chartfields Details L=zzet Information

1

Commitment . ’
Distrib Status Percent ‘Location INUDt  BudgetDate  Comrol  —ouSUCS 0, oy,  CLBaseBase St
Code Amount Currency
Close Flag
1 Open |1 0o.oooa |PO_1940IJ1 Q |1 i1 1/2007 [31) T | Q 100.0000 0.00 Dallar 1= o]
Ok | Cancel | Refresh |
< | »
Dare l_’_’_’_|_|_|f Trusted sites HI00% v
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Req Header Comments page

ST -r-.%n cE

=3

MewWindow | Help | Custamize Page | (B~

Header Comments

Business Unit: 43400 Requisition Date: 100M11/2007
Requisition ID: 000000073 Status: Open
[¥ Retrieve Active Comments Only Retrieve |
‘Sort Method: ICUmmentTime Starnp j 'Sort Sequence: IAscending 'I Sor
First (4 1 o 1 [H] Last
Copy Standard Comments Comment Status:  Active MI
FOR FY2009| =¥

¥ sendtoVendor [ Shown at Receipt [ Shown at Voucher

Attachment Aﬂachl ViE'Wl Delete | [T Email

From -= REG 48400-00000007 21

Ok Cancel Refresh

[ [ [ [ [oF Trusted sices HI00% v

APPROVAL FORM

SIGNER ROLE DATE
Rick Housworth SAO PO Lead 10/18/07
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