PREFACE

About Thi s Book

The AS/ 400 CIM5 Il Financial Managenent System Month End / Year
End User's Guide is intended for nanagenment and staff-|evel users
of the Financial Managenment System (FMS). The book contains

i nstructions for nonth-end processing, year-end processing, and
year-startup procedures.

Thi s book di scusses the routine tasks that typical users perform
It does not provide instructions for using installation or set-up
prograns, printing niscellaneous reports, or operating the AS/ 400.

How Thi s Book |Is Organi zed

Each chapter in this book is numbered with the chapter nunber and
page nunber within the chapter. The Table of Contents |ists each
chapter by nunmber as well as the chapter subsections. A glossary
and i ndex at the end of the book provide you with extra information.

The four Financial Managenent System Month End / Year End User's
Gui de chapters are descri bed bel ow

Chapter 1, "Introduction," introduces you to the Financi al
Managenent System It provides a brief description of the eight
smal | er systenms or nodules within FVM5, and identifies the major
tasks perfornmed by this system It also introduces the topics
covered in this user's guide.

Chapter 2, "Mnth-End Processing, explains what activities are
necessary in order to clean up and cl ose each nonth

Chapter 3, "Data Integrity Uilities, allow users to periodically
run procedures to verify bal ances and accounts are correct. It is
important to run these utilities a few tinmes per year and
definately before begi nning/closing a year.

Chapter 4, "Year-Start Procedures,"”
set up each new year.

expl ains how to use FM5 to

Chapter 5, "Year-End Processing," explains what steps are
necessary in order to close the current year and prepare data for
mgration to the new year

Appendi x A Checklist and timng of activities.

Appendi x A has been provided with the intent that copies of the
format be generated every year for users to refer to and "fill in
as an annual checklist of activities docunment. Al conpleted

wor ksheets should be re-attached to this docunent for reference
when setting up each new year

n
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Chapter 1. | NTRODUCTI ON

The Financi al Managenent System (FMB) is a nodified double-entry accrua
accounting system desi gned for accounting organi zati ons where
encunbrance accounting is required. This type of system posts a debit
entry to an expense account when a charge is incurred. The offsetting
credit entry is posted to a liability account which then accrues, or
accumul ates, a balance. This liability entry is |liquidated
automatically when you wite cheques for the accrued invoices.

FMS consi sts of eight smaller systens or nmpodul es which work together and
share information. These nodul es are described briefly bel ow

General Ledger (GEN) Mai nt ai ns accounting journals for all CM III
financial applications. The CGeneral Ledger
report witers allow you to create and print
user-defined financial reports. The GL is
produced based on activity within the other
nodul es.

- Pur chasi ng( PUR) Prepares and prints purchase orders and
purchase order requisitions follow ng
user-defined approval processes. A purchase
order is an order for goods or services. A
purchase order requisition is a request for
goods or services.

- Recei vi ng( REC) Records receiving (packing slip) information
and prints receiving logs. Receiving
i nformati on can be used by the Cash
Di sbursenents nodul e to determ ne when invoices
are ready to be paid.

- Accounts Payabl e(ACP) Mi ntai ns and accrues vendor invoices and
prepares cash disbursenment reports based on
user-defined invoice approval and receiving
policies. Wien invoices are paid agai nst
purchase orders appropriate encunbrance
liquidation is perforned automatically.

- Cash Di sbursenents Det er mi nes when invoi ces should be paid and
(CDS) prints continuous form cheques for these
invoices. It also records and maintai ns manua

cheque entries and voi ded cheques.

- Cash Recei pt s(CRS) Records cash receipts and prints cash receipts
l'istings and deposit slips for the bank deposit

- Bank Reconciliation Provi des a neans for users to enter (or
downl coad from bank) nonthly bank statenent
entries and reconcile all entries and
adj ust nent s agai nst system produced cheques and
deposits. Results of bank rec itens appear on
i nvoi ce | ookups and deposit inquiries.
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- Accounts Receivabl e Records and maintains invoices for nonies to be
( ARS) received from system defined custoners.
I nvoi ces and statenments can be printed as
required. Al revenue entries are automatically
made to the G L.

FMS uses Generally Accepted Accounting Principals (GAAP) to record al
transactions. FMS also naintains a conprehensive audit trail for every
entry and change to any single transaction or line of a transaction. ALL
Transactions recorded on the system can be retrieved for account | ookup
and reporting purposes.

FMS provides a sinplified nmethod for double-entry accounting. For nost
transactions the user enters a charge to an appropriate account and FMS
automatically enters the offsetting side of the entry (eg. to the
Encunbrance liability). FMS nakes all automatic entries based on
"keywor d/account” information that you provide each year during initial
year setup.

In addition to providing increased accuracy of accounting records, FM5
enabl es you to obtain financial reports quickly and easily. FMs
contains many standard reports as well as report witers that enable you
to design and print customreports in mnutes.

FMS is designed to be easy to learn, sinple to use, and secure. Al
activities can be perfornmed by choosi ng appropriate nenu options.
Screens design is consistent throughout ALL CI M5 nodul es. Menus and
programs can be custom zed and assigned for individual users. System
Operators can |inmt users to specific accounts, reports, and |ocations.

FMS has been nodified to calculate and maintain G S. T. transparently to
standard operations. In managenent options you control what percentage
of GS. T. should foll ow the account (eg. 32% and what portion is
remttable (eg. 68%. The systemw || automatically encunber

di sencunber, charge, and accrue G S.T. as Purchase Orders and I nvoices
are entered and as cheques are witten.

FMS al |l ows users to budget, view, and report on single accounts or for a
user defined group of accounts (eg. bal ances/expenses for a cost centre).
This facilitates school based managenent principles where "bottomline"
budgeting is enforced.
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How I nformati on Flows in FNMS

_Purchase Order d osing/Liquidation__

_Purchase Order Entry/ Approval
_Requi sition Entry/ Approval
_Vendor Mai nt enance

|
PURCHASI NG

I
I I
I I I I
| MODULE | [
I (1) [ o
| I _Receiving Entry___
I I
| | RECEI VI NG
| MODULE
_Invoice Post/Print__ | (2)
I

_lInvoi ce Approval
_lInvoice Entry

I
ACC PAYABLE

o
MODULE | ||
(3) I I
| ' _Mont h-End Print
| _Journal Entry____ |
| I ||
| | CGEN LEDGER | [ |
| | MODULE | [ |
I I (5) | |
| |
| | |
_Cash Receipt Entry_ _Cheque Witer
I | I
| CASH RECEI PT| | | CASH DI SB. |
| MODULE | | | MODULE |
I (4) I—I I (6) I

_Statenent Posting
_Statenent Entry__

I
BANK RECN.

(8)

I I
|  MODULE |
I I
I I

_Maintain/Print Statenent

_Invoice Entry/Printing
_Custonmer M ntenance
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The Purchasi ng nodul e mai ntai ns vendor and purchase order
informati on. When you create a purchase order, the system
automatically encunmbers (or reserves) a portion of the budget for
all general |edger accounts listed on the purchase order. Wen you
create a purchase order requisition the system does not encunber
budget accounts until a manager approves the requisition and
creates the purchase order

The Receiving nodul e nmai ntains i nformati on about the goods you
receive. It checks the itens received against itens ordered on
your purchase order to deternine if the order is conplete.

The Accounts Payabl e nodul e handl es vendor invoices. Invoices are
entered in batches and accrue in the systemuntil they are ready to
be paid through cash disbursenment criteria. |Invoices can be entered

agai nst Purchase Orders and will allow entry clerks to control and
view itenms ordered, cancelled, received, and finally invoiced.
Posted I nvoices will automatically |iquidate appropriate purchase

order encunbrance anobunts and make "transaction" adjustnents for

The Cash Recei pts nodul e records bank deposit information such as
cash and cheques received for various school functions (eg. Evening
School ). Appropriate charge and bank accounts are charged and
credited according to user-defined options. Optionally a user can
print a deposit slip which is acceptable to the bank

The General Ledger nodul e receives information from other nodul es
and updat es appropriate encunbrance, transaction, and budget
journals (PIO, AP, D WH GEN, PR AR FA CR toreflect
this information. CI M provides powerful free formreport witers
to all ow users to mani pul ate and create custom financial reports
based on the contents of these journals. Note that all journa
information is recorded in line-by-line detail.

The Cash Di sbursenments nodul e all ows users to control processing of
conti nuous form cheques based on invoices entered in the AP
nodule. It also has the facility to enter and print manua

cheques. The system deterni nes when to pay invoices based on
user-defined criteria such as the age of an invoice, vendor
priority, whether itens have been received, voucher nunbers, or

di scount dates.

The Accounts Receivabl e nodul e records, prints, and naintains
custonmer receivables. Invoices to custonmers are entered online and
can be aged with interest if required. Statenments can be generated
in a variety of ways (Qpen, Detailed, Current Month). Paynent of
A/R invoices is maintained separately fromthe cash receipts
nodule. A/R interfaces with the General Ledger to automatically
credit and debit appropriate revenue and bank accounts.

Bank Reconciliation prograns allow users to input (or automatically
generate) nonthly bank statenents based on infornmation provided by
the bank. A Posting process reconciles statenent entries agai nst
AP, R and A/R generated outstanding deposits and cheques.
Results of Bank Reconciliation are visible on Invoice and Deposit
Lookups. Journal entries for bank adjustnents such as interest ARE
NOT autonatical ly nade.
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How FMS Works with O her Applications

_Vendor/ Bi d Managenent
_Requisition Stock
_Maintain Stock

|
|  WAREHOUSE | |
| T NVENTORY | |
| SYSTEM | |
| I
|
I
I
I
I
| | |
| ACCOUNTS | | PURCHASE | | RECEIVING | CGENERAL |
| PAYABLE | | MODULE | | MODULE | | LEDCER |
| MODULE | | | | | | MODULE |
| | I I I I I I
| | |
| I |
I I I
I I |
_Payment Enpl oyer Contr____ |
_Mai ntai n/ Pay Enpl oyees__ | |
I | | |
| EMPLOYEE | [ | _Depreci ate Assets
| MANAGEMENT | | | _Definel/ Track Asset__ |
| MODULE | I | | |
| I FI XED ASSET |
|

| |
MODULE | |
I |
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Chapter 2. MONTH END PROCESSI NG

Bef ore You Begin

Mont h End processes include those activities which ensure that:
- data integrity is maintai ned (separate process)
- encunbrances are being |iquidated properly,
- journals are being updated appropriately, and
- GL reports of activity are being printed, viewed, and are
confirmed "in bal ance".

No finance activity can be done when nonth end prograns and activities
are running, ie: procedures should be done "after hours". \Were
appropriate, schedul es should be nade that indicate what hours every
nonth that nonth end will be perfornmed. Alternatively, Ofice Cal endars
and progranmm ng can be used to automatically schedul e some of these
activities to occur in the nmddle of the night (not to interfere with
backups).

In General, the FM5 Report Witer should be used to report on account
detail for CLOSED Months only. The Transaction Activity Witer nust be
used to report on unclosed activity.

Month End activities should be performed approxinately 2-3 weeks after
the nmonth has ended. Assure that any activity that should be recorded
and closed within the period to be closed has been conpleted (eg.

"l aggi ng behind" Journal entries). Note: If a close has been done and
nore entries pertaining to the closed period are made the nonth shoul d
be re-closed so that closed journals and bal ances reflect true period
expendi t ures.

A month or period can be closed any nunber of times until the foll ow ng
period is also closed. Once the follow ng period has been cl osed, the
previ ous period cannot be updated. Note that if entries are made with
processing dates reflecting periods that are permanently closed, the
items will close in the current nmonth with "invalid" dates.

The remai nder of this chapter describes how to and when to perform
activities related to nonth end procedures noted above. It is critica
that ALL procedures be done faithfully and accurately.
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Mont h End Procedure - Don'ts

1) DONT run a nonth end until a proper FMSFILES backup has been
compl eted. Should the system go down or problens occur, it is
critical that an FMSFILES backup tape could be restored.

2) DON T run any nonth procedures until you are assured that no
financial activity is taking place (ie. payroll, warehouse, users
who have |eft thenselves signed into a journal entry ...)

3) DON T cancel a nonth-end process once it has begun under ANY
ci rcunst ances ..

GN\L. 930 - CQut of Bal ance Journal Printer

This option will verify that all journals are in balance or "not". If
errors exist a report will be printed indicating which journals are in
error. GNL.935 can then be used to correct or add entries.

A mont hend cl ose should not be run until this report indicates that al
journal s/funds are in balance. Once this option runs clean you can be
assured that the month will also close.

Rules to foll ow
1. This procedure should be run previous to any nonth end. It can be
run during the day.
2. Run this option separately for each fund

GN\L. 935 - Correct CQut-of-Bal ance Journals

GNL. 935 is used to "A'dd one sided journal entries or "C'hange/"D'el ete
entries that have caused journals to becone out-of -bal ance.

This program enabl es you to see and alter any entry that has been nade
to the systemjournals. ** Note that all changes made by this option
appear in a separate audit file. This is a very dangerous option that
shoul d only be used by appropriate financial personnel

In order to make changes to an entry refer to the "error"” reports
generated by GNL.930. Note the Account Nunber, Journal, and Date of

Error. This infornmation will be necessary to easily "I"ndex for the
entry.
* % NO'I'E * %

The system does not have to be in a restricted state in order to run
GN\L. 930, GNL. 935 and GNL. 935R.  GNL. 930 and GNL.935R do require a large
anmount of the systemto run so DO NOT run these reports during peak
operation tinmes during the day.
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Choose to "lI"ndex entries based #2 and enter the account nunber and
date. Once the entry has been | ocated choose to "C'hange or delete the
sel ected record.

Rel ati ve Recor d#

| ndex: 2
2 = Account# & Transaction Date
Account X, XXX, XXXX. XXX, XXX
Jour nal
Dat e MM DD/ YY
Ref er n:

Information for each entry nust be recorded and used in the entry:

ACCOUNT Acct# (1 NCLUDE DELIM TERS) eg 1.12.12.12.00

JOURNAL | D: PIO, AP, CD CR AR PR WH GEN,...

T/ P DATES: Ent er Appropriate Dates MVDDYY

SYSTEM PUR, ACP, CDS, ACR, ACR, G\L, INv, GQ\,...
CRS

DOC NUMBERL: nmay be P/O# & DOCID, J/E# & AJE, |Inv# & DOCI D

AMOUNT: Dol | ar Anpbunt (eg. 112.00-)

The Reference Nunmbers and DOCID are critical in Iinking up unbal anced
entries with the appropriate one-sided entries. If you are unsure of the

G\L. 935R - Journal Correction Audit Report

Thi s program enables you to print a report show ng all journal changes,
addi tions and del etions that have been made using GNL.935. The system
prints out added and del eted records as well all changes that have been
made to a record.

If changes are nade to any nonth-end this audit report should be run and
t he out put should be attached to the nonthend.

G\L. 710 - General Ledger Month End C ose

Requesting a close is a sinple process of choosing option G\L. 710 and
pressing ENTER. As indicated in the "before you start section”, this
utility should be run when NO users are active within the FM5 nodul e OR
any nodul e that nay interface (eg. Warehouse stock issues). The Month
End process runs in batch and when the job has conpleted a nessage is
sent to the workstation indicating whether the nmonth "cl osed normally"
or ended in error due to "out of balance" entries.
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If a user is having trouble finding the "conpleted normally" nessage,
the close pronpt screen also di splays what nonths have successfully
cl osed and how many tines they have been cl osed.

In the "background" progranms of a close, the systemis updating
appropriate closed journals (PGNL512, 513, 514, 602, 603, 604) and cl eari ng
uncl osed activity (PGNL502, 503,504). Bal ances are al so checked and
PGNL601 nonthly anpbunts are updated. Journal Reports are generated that
indicate for each journal all activity that has been closed. Activity is
posted in detail or in sunmary according to setup options from program
(GNL. 203). A General Ledger is also produced indicating Credit/Debit

bal ances of all accounts.

Mont h End Processing can run anywhere from45 mnutes to 1.5 Hours and
the processing of reports and the General Ledger nmy require another
1-1.5 Hours. Note that if the nonth does not close normally, the
processing time will be considerably shorter and the reports provided
will not include a General Ledger (OGNL501).

Reports that may be generated froma nmonth end close (if activity has
been generated) are described as foll ows:

OGNL512S - Summary Listings (by Fund) of Budget, Transaction, and
Encunbrance Journals. The report is divided by journal
type (P/O, A/P..) and is arranged in account order. A
total credit/debit balance is shown for each account
that has "closing"” activity. If a nonth has not cl osed
properly error messages (** ERROR **) will appear
i ndi cati ng what accounts are in error. Refer to report
OGNL511 for details on errors that nust be corrected.

*** | n sone cases ERRORS wi Il appear but the nonth will
still close. These types of errors should be reported to
Take Two.

OGNL512 - Detail Listings (by Fund) of Budget, Transaction, and
Encunbrance Activity. The report is divided by journal
type (PPO AP ..) and is arranged to show for each
account all closing activity in date order. Details
i nclude transaction date, description, vendor nunber,
ref erence nunbers (PO#, | NV#, DEP# ..) and anount.

OGNL511 - Detail Listings (by Fund) of Budget, Transaction, and
Encunbrance Activity. The report is arranged in date and
ref erence nunber order. Details include transaction
date, reference nunbers, description, account nunber,
and anount.

** OCGNL511 is used primarily to find and "match" one
sided entries that will be required if a fund or
journals are out of balance. If a nonth has cl osed
normal ly, this report is comonly NOT printed.

OGNL501 - General Ledger indicating in sumary for each account

what the current nonth Credits and Debits were as well as
the year to date bal ance of the account
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If a month ends normally, users conmonly delete all reports and print
only the General Ledger (OGNL501). Journals can be printed at any time
for any range of dates in case auditors require them If a nonth does
not close properly, OG\L512 and OGNL511 reports are viewed and often
portions are printed and stapled with one-sided entry details (refer to
section bel ow).

PROCEDURES FOR UNSUCCESSFUL MONTH END CLOSES

If invalid Purchasing data is upl oaded or system probl ens occur exactly
at the time of a PO post, it is possible that either a Fund or Journals
may be out-of -balance. This is a nore conmon problemin the encunbrance
Journals. If transaction balances are in error and there is no
explanation for it call Take Two before proceeding to fix the entries.

G\L. 570 - Ceneral Financial Report Witer Print

In sone situations, a "set" of report witer reports (created using
G\L. 570) are commonly run together and frequently (eg. nonth end).
Program GNL. 571 allows reports to be grouped together for submttal
Program GNL. 570 allows single or a group of reports to be run
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Chapter 2B. MONTH- END PURCHASI NG ACCOUNTS PAYABLE PROCEDURES

PUR 515 - Aged Open Purchase Order Status Report

When a purchase order is created an encunbrance equalling the estimted
charge is made to the appropriate account(s). Wien an invoice arrives
agai nst the purchase order ONLY those lines that have been invoiced for
are liquidated. Unless Accounts Payable forces a purchase order cl osed,
there is a great potential that encunbrances are not being cleared
efficiently. This can be common for situations where cancelled itens
have not been recorded, blanket purchase order estimate values are high

or "loose" itens are left POed but will never be invoiced.
Reports PUR 510 and PUR 515 (they have different formats) will indicate
inline by line detail what PO encunbrances are still outstanding.

Pur chasi ng and Accounts Payable will have to work together to assess
what |iquidations (individual or in "mass) mnust be conpl et ed.

During the year it is inportant to run this report frequently (nmonthly).
As year end approaches, you may wi sh to run the report and expedite PGCs
nore rapidly to "relieve" account expenditures.

This procedure can be run anytime. It requires 5-15 mnutes to process.

PUR 911 - Automatic P/ O Close by Date Required

PUR 510 and PUR 515 as di scussed above will aid in show ng users what
POs nmust be liquidated. In addition PUR 911 will provide what PCs are
open based on the "user pronpted" Purchase Order Expiry date. Further,
users can review the list, change expiry dates for POs not to be

i ncluded and finally run a PO close in nass.

This nethod is sonetines desirable in conparison to using PUR 910 to
request and cl ose each PO separately.

This procedure can be run anytinme. It requires 5-15 ninutes to process.

GN\L. 540 - CQutstandi ng Encunbrance Listing

This report should be run at every nonthend to assure the outstandi ng
encunbrances (open P/ Gs) bal ances to the general |edger ampunts for
encunbrances. Conpare this report output to a report witer listing
current encunbrance bal ances.
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Chapter 3. PERI ODI C DATA I NTEGRI TY VERI FI CATI ON

CTL. DATA - Update & Report on Control Account Bal ances
G\L. 910 - Replace Financial Cass in Account Number

Dependi ng on account creation control and sequence of steps, it is
possi bl e to have control account bal ances that do not equal the total of
all detail. It is also possible for an account to have the wong
financial class. These two errors are caused by the follow ng activities:

1) If a user creates a detail account and perfornms activities to that
account (eg. PO Invoice, provides a budget amount) wthout first
attaching the account to the control account, then the contro
account balance will not include this "previous" activity.

2) If a financial class froman account elenment is updated (G\L.203)
ALL setup account numnbers using that element WLL NOT be updat ed.

SI MPLE RULES TO FOLLOW

1) Try to develop "strict" account setup guidelines;
- only 1-2 individuals should be able to setup accounts.
- account creation should consist of both creating an account and
attaching it to an appropriate control group

Regardl ess of your best efforts, there will be occasi ons when bal ances
and financial classes do not natch. Running CTL. DATA will update the
PGNL601 file and will report on what has been changed.

NOTE: CTL. DATA can be run nore often than at nonth end. Just assure that
no activity is being done in FM5 at the tine that the procedure is run
This Procedure may take between 3-12 nminutes to run

GNL.991(2) - Verify O osed/ Uncl osed Journals with G L Bal ances

Simlar to CTL. DATA, there are rare instances when the totals of GL
activity do not nmatch the bal ances portrayed. The nbst commpn occurrence
for this problemis for data that has been upl oaded from a previous

system The GNL. 991 programwill run through all transactions, re-assure
that all itens are in balance and update PGNL601 if necessary. Reports
will be generated to indicate which (if any) accounts were changed to

mai ntai n " bal ance"

NOTE: No FMS activity should be done while this procedure is running.
The process takes between 5-18 mi nutes.

G\L. 991U (992U) - Update G L Bal ances with C osed/ Uncl osed Journal s
These prograns re-calclulate G L Bal ances agai nst C osed and Uncl osed
journals. These options should be run when the verification reports
show t hat the Uncl osed or C osed Journal did not match the G L Bal ances.
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Chapter 4. YEAR START PROCEDURES

Bef ore You Begin

This chapter explains the steps necessary to set up the next fiscal year
for your system Because of the critical nature of this process, we
strongly suggest that you review this chapter thoroughly before
proceeding to run any of the progranms described here.

You shoul d consider formng a review team made up of nmenbers from each
area affected by the year start process, including admnistration,
purchasi ng, system operator, accounts payable, receiving, and payroll.
This review team can discuss the processes so that all parties
understand the desired outconmes and can i nprove on | ast years procedures
where possible. Since this process happens only once a year, a witten
pl an detailing the responsibilities for all parties and a tineline for
conpletion is an essential foundation for ensuring a successful
transition of information into the next school and or cal endar year.

It is often desirable to open a year at |east one nonth ahead of the
closing of the previous year. CIM5 Il accompdates this request easily
and allows users to concurrently operate in nmultiple years

i ndependent|ly. We encourage users to open and begin operations in the
new year as soon as they w sh regardl ess of the closing of the previous
year. This is especially true for Purchasing (in FMS), payroll setup (in
EMS), and next year master schedule planning (in SM5)

Most Year-Start tasks can be done during normal operations. Activities
that require a restricted system have been hi ghlighted bel ow.

Not e: EMS year start depends upon the equival ent FM5S annual nenber. |f
1997 EMS is being setup, FMS 1997 nust exi st.

Note: Once a year has successfully been opened, any changes to the

previous year with regard to chart of accounts, keywords, or genera
options nmust also be nade to the new year if applicable.
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Hi ghlight of Activities and Responsibilities

The followi ng prograns nust ALL be conpleted in the order indicated to

successfully open a new financi al

year. Note that

responsibility areas

have been identified. Each Board nmay have a slight variation to their

set of key personnel...

make adj ustnents as necessary.

SYSTEM OPERATOR FUNCTI ONS

ACS. 250 -
- ACS. 270 -
- I'Nv. 000 -
- FAS. 000
- FMs. 000 -
- ARS. 000

Mai ntain Wrk Areas

Mai ntai n User Assignments and Duplication
Setup Cient File Menbers for WHS (If WHS
Setup Cient File Menbers for FAS (If FAS
Setup Cient File Menbers for FNMS
Setup Client File Menbers for ARS

FI NANCE TEAM FUNCTI ONS

G\L. 100 - General Financial Managenment Options

- G\L. 100 - Confirm Managenent Options

- G\L. 101 - Confirm Account Code For mat

- FIN.010C- Copy Prior Year Accounts to New Year

- G\L. 201 - Confirm Keywords

- GN\L. 202/ G\L. 203 - Confirm Account Code El enents

- ARS. 110 - Confirm A/ R Managenent Options

- REQ 100 - Confirm WHS Control Options (If WHS Install ed)

- FAS. 110 - Confirm FAS Control Options (If FAS Install ed)

- GN\L. 601 - Begi nning Account Bal ance Mai ntenance

- PUR 101 - Confirm Purchasing Options

- G\L.901S- Test Financial Setup Status

- G\L. 100 - Affirmthat Year should be Opened

- MGR 501 - Adjust Control Docunents (docids if necessary)

- G\L. 110 - Define Account Code El enent Restrictions

- G\L.103M Muintain Cross Reference Tabl e

- ACP. 210 - Review the Invoice Batch Edit Options

- WRKQRY - Adjust Queries that access annual Menbers
ACS. 250 - Maintain Wrk Areas
Wirk areas are used to control "global" user access to the system by
defining the client, user level (Manager, Staff, Operator), the system

(FM5, EM5, SMS ...), and the fiscal years avail able for access. The
System Operator may have to use this program annually to:
1) add the new fiscal year to your existing work areas, and

2) to create work areas for groups of users (eg. Staff Users who do
PCs that you wish to be unapproved automatically)

This option is found within the ACS Mdul e.
ACS is not inportant, ie: it is irrelevant that you may enter
to change the work areas for 1997 finance.

Note that the fiscal year of
1996 ACS

Generally, work areas do not have to be nmintained annually. The System
Operator may choose to allocate up to 6 years in advance so that this
operati on does not have to be done every year.
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At nost sites, there are only two defined work areas, nanely:

XXXXXX - Where XXXXXX refers to an abbreviation of your district
name, eg. M ddlesex County's work area is MDDL. This Wrk
area is used for all "Manager" related User Assignnents.

XXXXXXS- The additional "S" inplies that the work area is setup for
"S'taff users, eg. users like principals who you wish to
create purchase orders but have them automatically be
st anped as unapproved

ACS. 270 - Maintain User Assignnments

User assignments control each individual's access to products, nenus,
and years of access. Each assignnment for a user identifies:

- a work area (whether user is Manager, Staff, Operator)

- a fiscal year of access

- aninitial menu or nmenu item and

- a default output queue

A User nay have up to a maxi mum of 99 assignnents (eg. 1996 Fi nance,
1997 Finance, 1997 Payroll). Each assignnent is independent of another.
When previous year infornation should be closed and altered to "l ook up
only", the system operator should alter the nmenu available to users

t hrough their previous year assignment. Wien a new year is being
created, the System Operator nust Add user access to a newy setup year
by addi ng a new assi gnnment.

User 1d: XXXXXXX  (Nane of User Profile)
Assignment: X (Val ue from 1-9)

Assign to: MMVMMM M (Menu Nane, eg FMs000)

Def ault Queue: XXXX (Default Printer Name)
Li brary: *LIBL
Work Area: XXXX ( Expl ai ned Bel ow)
Year : XX  (Fiscal Year of Access)

Note: It is critical to warn users to continually watch what assi gnnment
they are entering while two years are actively open. It is common that
during this transition phase purchase orders are made to the wong years
and cheques are paid ONLY because users did not switch to the
appropriate year. It may be helpful to assure that assignnment #1 is the
nost commonly entered option.
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ACS. 550 - User Assignnent Duplication

ACS. 550 MAY be used to automatically update user assignments for a new
fiscal year. This program duplicates ALL or sel ected existing user
assignments for a new fiscal year depending on how nuch information is
keyed in the pronpt fields.

Eg #1. To grant all managers access to next year operations and
mai ntain the sane nenus that they currently have, fill in the
pronpt screen as foll ows:

Locate Users with

Wrk Area .... XXXXX (Mgr Wrk Area)
Year .... XX (Current Year)
Menu . ... (Leave Bl ank)

Create New Assignment with

Wrk Area .... XXXXX (Mgr Work Area)
Year .... YY (New Year)
Menu .. .. (Leave Bl ank)

** NOTE: |If the manager has nore than one manager assi gnment

in the current year indicated (eg. FMS95, EMS95, WHS95), then 3
new assi gnnents will be created (ie. FVMS96, EMS96, WHS96).

FMS. 000 - Setup Cient File Menbers for FMS

This procedure can be done only once per year and is run within the
current financial year. !! It can be run during norrmal day operations
and will take approximately 10-15 minutes to run.

In the "background" this programcreates new file nmenbers for FMS annual
files such as the chart of accounts (PGNL601) and purchasi ng (PPUR420H,
PPUR420L). Al appropriate current data is independently maintained in

its own nenber so there is NOinterference between "years of data".

Cl M5 takes advantage of 2 types of files, nanely:
- Annual files - Data is "year specific" such as Purchase Orders,
Budget Bal ances and Activity.
- Non-annual files - Data renains the sane regardl ess of year of
entry such as Vendor Master infornmation or Location Codes.

Cl M5 progranms know whi ch nenber to update based on the assignnent year
that the user signs into.

To create the New Fiscal Year Menbers, choose to "A'dd for XXXXXX
(client nane) year YY. As a description indicate what range of dates the
fiscal year applies to.

This programal so allows the FM5 admi nistrator to del ete/renove an
entire fiscal year of data ... exercise caution ...... NEVER choose to
del ete unl ess proper backups have been done and nenbers shoul d be

del et ed.
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ARS. 000 - Setup Cient File Menbers for ARS

This procedure can be done only once per year and is run within the
current financial year product. !! It can be run during normal day
operations and will take approximtely 10 minutes to run.

Refer to the above option FMS. 000 for details on what this program
opti on does.

To create the New Fiscal Year Menbers, choose to "A"dd for XXXXXX
(client nane) year YY. As a description indicate what range of dates the
fiscal year applies to. Note that the year chosen for AMS MUST match the
FM5S year that has been opened !!

Note that this programal so allows the FMS administrator to

del ete/renmove an entire fiscal year of data ... exercise caution ......
NEVER choose to del ete unl ess proper backups have been done and nenbers
shoul d be del et ed.

*** Al Financial Team Activity should be done in the newWy setup
financial year. BE CAREFUL NOT TO ACCESS THE CURRENT YEAR AND START
TO DO NEW YEAR ACTIVITIES 11 ***

All of the follow ng tasks can be done during normal day operations
of the system None of the tasks should take nmore than 5 m nutes of
processing tine to conplete

GN\L. 100 - General Financial Managenment Options

Use General Financial Managenent Options to update default managenent
criteria for the new year. This program enables you to define
managenent policies for processing purchase orders, receivings, and

i nvoi ces. There are also various security controls that can be set. If
users do not understand what certain options are, press HELP for a
detail ed expl anati on of every option.

G\L. 101 - Re-Confirm Account Code For mat

You nmust confirmthe format of your general |edger account code each
year, even if it is the sane as |ast year and you do not want to change
it for the new year. Keep in nind that if you choose to alter the
format (Option "C'), it nmay not be feasible to copy |ast year's chart of
accounts to the new year. Extensive work in the Account Elenments and
Account Cbject programs nmay al so be necessary to accomopdat e el enent

| engt h changes or additions of new elenments. It is best to consult with
Take Two if you are contenplating a change in your account structure.
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FI N. 010C - Copy Prior Year's Accounts to Current Year

Use FIN. 010C to copy prior year Chart of Accounts (including keywords,
el enents, objects, bank Ids ...) to the Current Year Menber. It is
critical that you are signed into the NEWyear to do this operation
Doubl echeck "FY" at the top left of the screen for assurance that you
have signed into the new fiscal year. Note that once this option is
chosen, the system al so provides a nessage re-assuring that you are in
the new year. Choose "G'o to continue with the operation, else "C'ancel
to abort the operation.

ARS. 110 - General A/R Managenent QOptions

Simlar to G\L.100, use ARS. 110 to update default managenent criteria
for the new year. This program enables you to define Address
Information, billing policies, default DOCIDs, and financial posting
keywords. If users do not understand what certain options are, press
HELP for a detail ed explanation of every option.

G\L. 601 - Begi nni ng Account Bal ance Mi ntenance

Begi nni ng Account Budget and transaction bal ances can be done at any
time during the year. It may be convenient to | eave both bal ances at 0
until the previous year has been closed or until Budget has been
approved. The systemw Il allow (check GNL100 options) users to run with
deficit bal ances.

The first nonth end SHOULD NOT be run until these initial values have
been entered.

There are a variety of ways to update openi ng bal ances, nanely:
1) figures can be uploaded froma PC spreadsheet or database
2) transaction figures can be copied fromfinal year close
operations of the previous year
3) figures can be entered using GNL. 601 and "auto next record"

In order to assure that control accounts are being updated properly with
detail account balance totals, run program CTLDATA occasionally.

PUR 101 - Setup Purchasing Annual Options

Prior Year Purchasing defaults are displayed and verified for the new
year through this operation. Users nust confirmthat address, ship to,
and contact nanes have not changed. More inportantly, GST and PST
defaults and remittance splits (eg. renmt for 68% and charge acct 32%
are mai ntained fromwi thin this program
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G\L. 901S - Test Financial Setup Status

Once the financial team has conpleted their tasks and di scussed how and
when GNL. 601 will be conpl eted, program GNL.901S nust be run to verify
that your efforts have been successful in preparing the systemfor the
new year. The system scans the data that you have entered to determ ne
if the information is conplete. Areport is generated that |ists any
errors in your setup and indicates whether the year can be opened. |If
errors are found, they must be corrected and GNL. 901S nust be run again.
Once the report indicates that all is "OKAY', one final step nust be
conpl eted, nanely:

- Run GN\L. 100 agai n and choose
A. Open for access to Chart of Accounts "y

This closes the structure of the general |edger accounts and enabl es
others to begin posting to the General Ledger in the New Year.

*** NOTE *** There are still several activities that the System Operator
may have to conpl ete before users should be allowed to post activity.

NOTE: The ONLY acceptable error is to NOT have a PFOrouting level 9
person when NOT using multi-Ilevel P/O approval

MGER. 501 - Define Control Docunents

In sonme situations, Administration has DOCID s that are Year specific
(eg. POO6, PMI7). Make sure to create the New DOCI D and assign an
appropriate nunbering sequence.

Some requisition, purchase order, and cheque nunbering sequences have
been devel oped to coincide with the year (eg. 960065 - 65th PO in 1996,
6020045 - 45th PO for location 02 in 1996). MZR 501 nust be used to
change all such "year sensitive" DOCID s to the new nunbering schene.
This activity must be conpl eted before purchase ordering begins.

NOTE: |If you do not have year specific DOCID s DO NOT CHANGE the current
values as this is a non-annual file and the current year nunbering
sequence w || change.

G\L. 110 - Define Account Code El enment Restrictions

Use this option to restrict users to specific accounts AND (if desired)
to inmplement nulti-level P/O approval. If a user has NO account code
restrictions they DO NOT have to be entered into this program

ex: 9.7??7??.7??2.72?27??.?7 Y (given access to all Fund 9 accounts)
?.2727°.272°2.2?2°?°. 7?7 X (then renobve access to revenue accts)

?.2?7°.7?7??.?2???. 23 Y A 1000 (user MJST approve all P/ Gs for
| ocation 23 which are |less than 1000 dol | ars)

FM5 YEAR/ MONTH END USER S GUI DE FYR- 0001 PACE 22



WRKQRY - Check "Annual File" Queries

If Queries have been created and continue to be utilized that access
annual file nenbers (eg. Invoices, Purchase Orders, Journal Entries,
Cash Deposits), the System Operator nust change the "file sel ection”
option of EACH query and re-save the definition. If this is not done,
users will still be running reports based on the previous year data
rather than the new year. Refer to the Query manual for assistance.

H NT: If annual file queries are added to ACS nenuing, it is possible to
have the file nenber nane "user pronpted". This will elimnate the
need to re-save query definitions every year

In order to use this feature use the following string input within
ACS. 350 as you create the nenu option

Param .. RUNQRY QRY(FMBFILES/ XXXX) ?2?QRYFI LE(( FMBFI LES/ XXXX XXX96) )

Nane of Query File |
Menmber
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Chapter 5. YEAR END PROCESSI NG

Bef ore You Begin

This chapter explains all activities that nmust be done in order to
successfully close a current year of financial operation. It also

di scusses optional tasks and procedures that you nmay choose to run in
order to transfer bal ances and data fromthe previous year to the new
year.

Sone Year-End procedures discussed in this chapter should be run shortly
after the new year has been opened (eg. Carry Forward Single PGCs or

I nvoi ces). However others (eg. 14th period close, bal ance sheet carry
over) may not be done until 2-3 nonths into the new fiscal year.

Due to the critical nature of discussion and timng of year end
activities, we strongly suggest that an appropriate financial comittee
review what nust be done, read this chapter, and then plan thoroughly
how, what, and when procedures shoul d be conpl et ed.

Year End activities SHOULD NOT be run while any other financial activity
i s being done.

Wil e users are active in tw fiscal years, it is inportant that users
are rem nded to check that they are continuing to do activities in the
proper year.

Hi ghlight of Activities and Responsibilities

The followi ng prograns nust ALL be conpleted in the order indicated to
successfully close a financial year. Note that responsibility areas
have been identified. Each Board may have a slight variation to their
set of key personnel ... mmke adjustnments as necessary.

SYSTEM OPERATOR FUNCTI ONS
- ACS. 330 - Maintain Menus
- ACS. 270 - Maintain User Assignments and Purge

FI NANCE TEAM FUNCTI ONS
- PUR 810 - Carry Forward Single PPOs fromPrior Year
- PUR 815 - Carry Forward ALL Open P/O s from Prior Year
- ACP.810 - Carry Invoices Forward from Prior Year
- ACP.811 - Carry Forward ALL Open Invoices fromPrior Year
- G\L.810 - Carry Forward Bal ance Sheet Bal ances
- ARS. 340 - Carry Forward Invoice fromPrior Year
- ARS. 345 - Carry Forward ALL Open Invoices fromPrior Year
- ARS. 336 - Roll Current Custoner Bal ances to Previous
- GN\L. 720 - Yearend Expense/ Revenue Set to Zero
- GN\L. 402 - Yearend AJE Reversal
- G\L. 710 - Final 13th and 14th Period C oses

SYSTEM OPERATOR FUNCTI ONS

- SAV/RVB - Menber Save and Renobve Consi derati ons
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ACS. 330 - Mai ntain Menus

At different tinmes slightly before and after each year ends, different
groups of users and their access to previous year data shoul d change.

Eg. purchasing comonly "cuts off" previous year spending one nonth
before the year ends. Fromthat tine onward all PO entry shoul d be done
in the new year. Accounting continues to nmake Journal Entries for the
previous year potentially nmany nonths into the new year so nust nmaintain
active use in 2 years. The Systemi s Operator should work together with
the finance commttee to establish what nmenus and itens shoul d be
granted to users.

It is VERY | MPORTANT that this procedure be addressed in tinely fashion
We have been notified "many tinmes" to back out cheque runs, payrol
actual s, and Purchase Orders that were run in the wong year. This
addi ti onal programmi ng can get costly for your site.

ACS. 270 - Maintain User Assignnents

User assignnents control each individual's access to products, nenus,
and years of access. FEach assignnent for a user identifies:

- a work area (whether user is Manager, Staff, Operator)

- a fiscal year of access

- aninitial nenu or nenu item and

- a default output queue

A User nmay have a nmaxi num of 99 assignnments (eg. '95 Finance, 96

Fi nance, 96 Payroll). Each assignment is independent of another. Wen
previ ous year information has been cl osed, the system operator should
alter the menu and itens avail able to users through their previous year
assi gnnment. Wen a year is being closed, the System Operator mnust
"C'hange or "D'el ete user access to the closed year by changi ng or
renmoving his current assignnent.

SAV/ RW - Menber Save and Renpve Consi derations

Upon successful conpletion of a year, the physical files and prograns
(FMSFI LES, FMs400, ACSFI LES, ACS400) shoul d be backed up and stored
offsite
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PUR 810 - Carry Forward Single PCs fromPrior Year

This option MJST be run while the user is in the New Year !!! The
followng Criteria nust be adhered to:
1) PO nust have a valid Vendor Number
2) PO charge accounts (or selection) MJST exist in the new year
3) PO Nunber rmust not have a duplicate in the new year, ie. if
activity has already occurred in the new year purchase order
nunbers CANNOT overl ap.
4) PO MJST have an outstanding quantity of itens
5) Bl anket Order PGs MAY be transferred

Pur chasi ng shoul d carefully consider which Purchase Orders to carry
forward and which to |liquidate and cl ose. Appropriate 30-60-90 reports
shoul d be generated to eval uate what Purchase Orders will not be
conmpleted. Al "invalid" Purchase Orders should be closed ASAP to
relieve charges to accounts.

Thi s program enabl es you to sel ect individual Purchase Orders to be
carried into the new year. Results of the option are based on a "swtch"
that the System Qperator can control by changing the nmenu item
description (ACS.310) of PUR 810.

If the swtch indicates a "Y'es, the Purchase Order will NOT be
liquidated in the previous year.

It is recomended to change this switch to a "N'o, the Purchase O der
will then be liquidated in the previous year. In case the charge account
nunber has changed in the new fiscal year, the user also has the ability
to control what account the charge should be posted to.

Cl osed Purchase Orders cannot be carried into the New Year.

This option may be effective if the volunme of Purchase Orders to carry
over is small. Alternatively, option PUR 815 will provide a nore
automatic carry over.

NOTE: There is also a "switch" to indicate whether to close the Purchase
Order selected in the previous year.

PUR 815 - Carry Forward ALL Open PGCs from Prior Year

The User MUST be signed into the New Year to run this operation. Refer
to the previous section for "carry forward PO rul es".

This option cannot be run if the chart of account structure has been
altered fromthe previous year or potential charge accounts have been
del eted. The carryover process re-encumnbers anmounts based on previous
year nunbers. |If an account does not exist the PPO WLL NOT be carried
forward.

Pur chasi ng shoul d revi ew appropriate 30-60-90 reports to eval uate what

Purchase Orders will not be conpleted. Al "invalid" Purchase Orders
shoul d be closed ASAP to relieve charges to accounts and to ensure that
they will not be carried into the New Year.

FMS YEAR/ MONTH END USER S GUI DE FYR- 0001 PACE 26



This programruns through all purchase orders and automatically carries
over ALL purchase orders flagged as "open" regardl ess of the anopunt
encunbered (may be 0 value). Results of the option are based on a
"switch" that the System Qperator can control by changing the nenu item
description (ACS.310) of PUR 815.

If the switch indicates a "Y'es, Purchase Orders will be liquidated in
the previous year and all encunbrances will be re-opened in the New
Year. There is a second switch that allows the user to control whether
or not to close the Purchase orders in the previous year

ACP. 810 ACP.811 (ALL) - Carry Invoices Forward from Prior Year
The user nust be signed into the new year to request to run this option

Simlar to Purchase Order carryover, users have the ability to carry
over selected invoices or ALL UNPAID i nvoi ces. Appropriate reports
should first be generated as an audit of what has been transferred.

This programis used to transfer all POSTED and UNPAID invoices to the
new year. |f paynment is due in next year's books, then this procedure
must be run. General Ledger expense and liability bal ances ARE NOT
carried forward autonmatically. Users will have to manually adjust both
years' liability, surplus, and charge accounts as required.

ARS. 340 ARS. 345 (ALL) - Carry Forward Invoice fromPrior Year

This programcarries forward A/R invoices fromthe prior year. No
financial postings take place as the invoice is sinply duplicated to the
new year. The previous year invoice is closed. Invoices are carried
forward IF 1) Not conpleted 2) Not already rolled 3) Anount |nvoices
DOES NOT EQUAL anount pai d.

ARS. 336 - Roll Current Custoner Bal ances to Previous

This programrolls the current custoner bal ances to the previous year
bal ances. The current balance and YTD figures are then reset to zero.

G\L. 810 - Carry Forward Bal ance Sheet Bal ances

The User nust be signed into the new year to request this option.
This programallows users to carry forward a sel ection (by fund) of
bal ance sheet bal ances into PGNL601. W strongly suggest that the

"Updat e Fund Bal ance Account" pronpt be selected as "Y'es. This will
ensure that each fund bal ance is updated and in bal ance.
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G\L. 720 - Yearend Expense/ Revenue Set to Zero

The user nust be in the previous year (year to close) in order to
successfully run this option. No financial activity should be taking
pl ace while this option runs.

This operation can be done ONLY once. The finance team shoul d be
convi nced that ALL year activity has been conpl et ed.

The GNL. 910 program should be run before running GNL. 720 to ensure that
all financial classes for accounts are correct.

This program sets all revenue and expense accounts (financial class 7
and 8) to 0. A detailed report is generated to indicate what accounts
were posted to the SURPLUS keyword account.

G\L. 710 - Final 13th and 14th Period C oses
This option nust be run in the previous year

A 13th period nmonth end cl ose shoul d be done when all perceived standard
activity has been conpleted. Refer to the "nonth end" chapter of this
manual for nmore information on how to performa nonth end cl ose.

The 14th and final period close SHOULD NOT BE RUN until the auditors
have verified that all balances are correct and the year can be cl osed.

If storage is becoming a concern a decision my be nade to renove old
menbers of financial data. The procedures that mnmust be done in order to
successful ly renove a nenber incl ude:

1) Ensure that you have a backup of the nenber

2) Ensure that no users are sighed into finance and that NO

other related activity is being done.
3) Enter into any financial year and sel ect FMS. 000
4) Choose to "D'elete an ol d nenber.

PAY. 100 - Payroll Managenent Options

The Financial Menber field within Payroll Managenment Options (third
screen) is used to indicate what financial year cash advances and cheque
voi ds shoul d post to. This option MJST be changed when the financi al

year rolls fromone year to the next.

PAI . 600 - Payroll Processor
There is a field on the second screen of Payroll Processing options that

i ndi cates what financial nenber the payroll should post to. The nenber
MUST be changed when rolling fromone financial year to the next.
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APPENDI X "A" - Checklist of Activities

1) YEAR START ACTI VI TI ES

ACTIVITY PROGRAM STARTED COMPLETED
Mai ntai n Wrk Areas ACS. 250
Mai ntai n User Assignnents ACS. 270
User Assignment Duplication ACS. 550
Setup New Year File Menber for FMS FMS. 000
Setup New Year File Menber for ARS ARS. 000
Setup New Year File Menber for WHS VWHS. 000
Setup New Year File Menber for FAS FAS. 000
General Financial Managenment Options G\L. 100
Define Account Code For mat G\L. 101
Define Account Code El enents G\L. 202 G\L. 203

Copy Prior Year's Accounts to Current Year FIN 010C

CGeneral A/ R Managenent Options ARS. 110

War ehouse and Requi sition Control Options REQ 100

Control Options FAS. 110
Begi nni ng Account Bal ance Mi nt enance G\L. 601
Set up Purchasi ng Annual Options PUR 101
Test Financial Setup Status G\L. 901S

Mai ntain DOCl Ds & Nunbering for New Year M3R. 501

General Ledger Account Elenment Restrictions GNL.110
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2) YEAR END ACTI VI TI ES

ACTIVITY

Devel op Appropriate Lookup Menus
Mai ntai n User Assignnents

Carry Forward Single POs fromPrior Year

Carry Forward Al Open PO s fromPrior Year

Carry Invoices Forward from Prior Year

Carry Forward ALL Open Invoices from Prior

Carry Forward Bal ance Sheet Bal ances

Carry Forward Invoice fromPrior Year

Carry Forward ALL Invoices from Prior

Rol | Current Custoner Bal ances to Previous

Set Expense/ Revenue to O
Year end AJE Rever sal

13th and Fi nal Period C oses
Change Fi nanci al Menber
Change Fi nanci al Menber

Menber Save / Renove Consi derations
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PROGRAM STARTED COVPLETED

ACS. 330

ACS. 270

PUR. 810

PUR. 815

ACP. 810

ACP. 811

G\L. 810

ARS. 340

ARS. 345

ARS. 336

G\L. 720

G\L. 402

G\L. 710

PAY. 100

PAI . 600

SAV/ RW

FYR- 0001 PACE 30



