AP FY End Process

Backqground

AP Voucher Out-of-Sync/Mismatch Query

The Budget Fiscal Year Out-of-Sync/Mismatch query, wi_YEC_VCHR_FY_BY_MISMATCH1 was created to identify
Voucher(s) where the Budgetary and Fiscal Year information entered created and generated corresponding
entries in the Budget and Actuals Ledgers that are inaccurate, or incorrect.

Key AP Voucher Fields

Budget Date Field — The Budget Date field appears on the Voucher Distribution Line and is used to determine
the Budget Period and Budget Year the entry will “Post” to the Budget Ledger.

Accounting Date Field — The Accounting Date field appears on the Voucher Header, Distribution Line, and
Voucher Accounting Line (the Voucher Distribution Line is used to create the Voucher Accounting Line when
the Voucher is “Posted”). The “Accounting Date” is used to determine the Accounting Period and Fiscal Year
the entry is “Posted” to the Actuals Ledger.

Note — the Budget Date and Accounting Date for the transaction should be within the same Budget Fiscal Year
(not to create an ““out of Sync condition).

Budget Reference Field — The Budget Reference field identifies the Budget Fiscal Year corresponding to the
transaction.

Note - this field does not generate any type of budgetary entries, but should match (fall within) the Budget and
Accounting Date of the corresponding transaction.

These inaccuracies will cause Out-of-Sync and Mismatch entries in the ledgers that will need to be reconciled.
The inaccuracies and mismatches identified by the query include the following conditions:

Out-of-Sync/Mismatch Conditions Identified

e The Accounting Date Fiscal Year is not the same as the Budget Date Fiscal Year
Example: Accounting Date = 07/01/2016, which is Accounting Period 1 of Fiscal Year 2017. Budget
Date = 06/30/2016, which is Budget Period 12 of 2016. This transaction will inaccurately be reflected
in the ledgers in two separate Fiscal Years

e The Budget Reference of the transaction is different than the Budget and/or Fiscal Year of the
corresponding transaction.
Example: Budget Reference = FY2016, which is Budget Year of 2016. The Accounting Date and
Budget Date are 07/01/2016, which is Budget Fiscal Year of 2017. The Budget Referenced is different
than the Budget and Fiscal Year the transaction will be reflected in the Ledgers.



Process Actions

Out-of-Sync/Mismatch Query

e Run the Query WI_YEC_VCHR_FY_BY_MISMATCH1
e Press “Excel”

Favorites + ‘ Main Menu « > Reporting Tools + > Query~ > Query \ﬁewer@
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“Search By begins with

dvanced Search

Search Results

WI_YEC_VCHR_FY_BY_MISMATCH1

*Folder View |— All Folders - v
Query Personalize | Find | View All | £ | E First ‘4" 10of1 ' Last
Query Name Description Owner Folder 5#"'“{0 E:Eetlo g:"lw Schedule Definitional References E:v?atrci'tes
WI_YEC_VCHR_FY_BY_MISMATCH1 Vchr Budget Fiscal Yr Mismatch Public HTML Excel XML  Schedule Lookup References Favorite

e Enter the Criteria to be viewed. The Query can be performed for your Business Unit and VVoucher (or % to

view all voucher information).

WI_YEC_VCHR_FY_BY_MISMATCH1 - Vchr Budget Fiscal Yr Mismatch
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1 50500 00022907 1 1 06/23/2016 06/23/2016 06/23/2016 FY2017 45066.670 45066.670 SINGLEPAY Payment
Supplier

2 50500 00023529 1 1 08/30/2016 DB/30/2016 07/01/2016 05/11/2016 FY2016 FY2016 42583.000 425233.000 0000033968 Cesa#9

3 50500 00023530 1 1 07/01/2016 07/01/2016 07/01/2016 05/11/2016 FY2016 FY2016 33425000 33425.000 0000014279 Cesa#4
Single

4 50500 00023531 1 1 DG/30/2016 DB/3D/2016 07/01/2016 FY2016 FY2016 25000 25000 SINGLEPAY Payment
Supplier
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5 50500 00023532 1 1 D6/30/2016 D6/30/2016 07/01/2016 FY2016 FY2016 25.000 25,000 SINGLEPAY Payment
Supplier
Single

A BOSON ONNZ3533 1 1 DAGANZOE DAEANZNR N7n120MR FYIN1R FY204A 5000 25000 SINGI FPAY Pavment

Out-of-Sync Resolutions

VCHR

Origin Description

BCH

ONL

ONL

QONL

ONL

VCHR

CESA#9
TEACH
GRANT
2016
CESA#4
TEACH
GRANT
2016

RAFFLE
REFUND

VCHR
Post
Status

Unposted N°

Unposted

Unposted

Unposted N0

Unposted A

lInnosted

VCHR
Match
Action

Match

VCHR
Match
Status

Not
Applicable

Standard Maiched

Standard Matched

Match

Match

No

Not
Applicable

Not
Applicable

Not

BCM
HDR
Status

Not
Budget
Checkes

Not
Budget
Checke

Not
Budget
Checke:

Not
Budget
Checke:
Not
Budget
Checke:
Not
Rudnat



The following section will identify scenarios where the Budget Reference, Budget Date, Accounting Date are
not within the same Budget Fiscal Year, which will cause an Out-of-Sync condition if the transactions are
“Posted” (appear) in the Budget or Actuals Ledger. In addition, a methodology will be provided to resolve
these conditions.

Note — ultimately it is at the discretion and decision by the agencies to determine the proper Budget/Fiscal Year
of the transactions.

Scenario 1
Voucher Budget/Fiscal Year Information Out-of-Sync after being created from a Purchase Order
e Purchase Order is created
e Purchase Order is “successfully” Budget Checked with a Budget Date and Budget Reference of 2016
(Budget Date 06/30/2016 and Budget Reference of FY2016), respectively
e Purchase Order is “sourced” to a Voucher
e Voucher is created with a current Budget Fiscal Year (Accounting Date 07/01/2016 — Budget Date
07/01/2016)

Query Output - Purchase Order and corresponding VVoucher Mismatch
e Review Vouchers associated to Purchase Orders (Example: 00023765)
e The Budget Information from the Purchase Order (Encumbrance) has a Budget Date (01/07/2016)
and Budget Reference (FY2016) for 2016 (In Green).
e The Voucher has an Accounting Date (07/06/2016) and a Budget Date (07/06/2016), which is 2017
(In Blue).
Note - This information coincides with the Date the Voucher was entered not the corresponding Purchase
Order information.
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Resolution — Voucher Budget and Accounting related information (Expenses) needs to be updated to coincide
with the corresponding Purchase Order (Encumbrance) Budget and Accounting Information.

(there is also a job aid that goes through updating these dates)
http://starconnection.wi.gov/Documents/JobAids/FinProc/VoucherProcessing/fiscalyrendvoucher.pdf

¢ Navigate to the Voucher (00023765). Press the Invoice Information tab and the following page will be
shown:


http://starconnection.wi.gov/Documents/JobAids/FinProc/VoucherProcessing/fiscalyrendvoucher.pdf

Favorites + ‘ Main Menu « > Accounts Payable + > Vouchers~ > Add/Update~ > RegularEntry
Home Worklist MultiChannel Console Add to Favorites
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| New Vindow | Help | Personalize

Summary Related Documents Invoice Information Payments Voucher Attributes Error Summary

Business Unit 50500 Invoice No [AD149888 6 Invoice Total
Voucher ID 00023764 Accounting D: 07/06/2016 £ Line Total 11,801.40
Voucher Style Regular Voucher /"PayTG%NETBD QR Net30 *Currency uUsD
Invoice Date 07/01/2016 Basis Date Type Inv Date Miscellaneous #1
Invoice Received Freight 72
Boys & Girls Club Greater Milw
Total 11,801.40
Supplier ID 0000013020 Difference 0.00
ShortName BOYS & GIR-002
Location SUFFIX-A
*Address 4
Save Calculate Print

Updated the Accounting Date from a Fiscal Year of 2017 (07/06/2016) to Fiscal Year 2016 Date
(06/30/2016)

Favorites = | Main Menu + > Accounts Payable + > Vouchers~ > Add/Update~ > Regular Entry
Home Worklist MultiChannel Console Add to Favorites

#f

-

Voucher ID 00023764 Accounting Date [06/30/2016 x5 Line Total 11,801.40
Voucher Style Regular Voucher “Pa; s NET30 QM Net30 “Currency usD
Invoice Date 07/01/2016 asis Date Type Inv Date Miscellaneous 21
Invoice Received Freight 22
Boys & Girls Club Greater Milw
Total 11,801.40
Supplier ID 0000013020 Difference 0.00
ShortName BOYS & GIR-002
Location SUFFIX-A
*Address 4
Save Calculate Print

Update the Budget Date from Budget Date of 2017 (07/06/2016) to Budget Date in Fiscal Year 2016
(06/30/2016).
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Updated to Budget Fiscal Year 2016 (06/30/2016)
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e Press Save.
Note — if the Invoice Date occurs after the Accounting Date, an “Error Message” will be shown.

o Verify the Voucher has “passed” Budget Check, after batch processes runs at 12PM, 3PM and 7PM
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Business Unit 50500 Invoice Date 07/01/2016
Voucher ID 00023764 Invoice No AD1408336
Voucher Style Regular Invoice Total 11,801.40 usb
Supplier Name Boys & Girls Club Greater Milw Pay Terms Net 30
Mardak Center Adminisiration Voucher Source Online
1558 North 6th Street
Milwaukee, W1 53212-3845 Origin ONL
Entry Status Postable Created On 07/06/2016 3:35PM
Match Status yacned Freview Approial Created By YULESWYKY
Approval Status Pending Last Update 07/18/2016 9:27TAM
Post Status Unposted Modified By LOWEBXNFS

ERS Type Not Applicable
Close Status Open
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e Approve the Voucher



Scenario 2
Non Purchase Order Voucher (Direct Voucher) with Budget/Fiscal Year Information Out-of-Sync
e Voucher is created with a current Accounting Date (Accounting Date (07/01/2016)
e The Budget Date is the same as the Accounting Date (07/01/2016)
e Agency decides Voucher should be a prior period transaction and updates the Accounting Date to prior
Fiscal Year (06/30/2016)
e Agency doesn’t update the Budget Date on the Voucher Distribution Line.
e Agency doesn’t update the Budget Reference associated to the VVoucher on the Distribution Line
e The Budget Date Budget Information doesn’t match the Accounting Date and eventually the Budget to
Actuals Ledger Information will be Out-of-Sync.

Query Output - Voucher Budget Fiscal Year Mismatch
e Review the report to identify VVoucher(s) not created from a Purchase Order (Example - Vouchers
‘00023531’, “000 23532’, and ‘00023533’

e The Voucher has an Accounting Date (06/30/2016) Fiscal Year of 2016 and a Budget Date
(07/01/2016), which is 2017 Budget Fiscal Year (In Blue).

Resolution — Voucher Budget and Accounting/Fiscal Year related information (Expenses) needs to be updated
to coincide to post to the same year in the Budget and Actuals Ledgers.

e Navigate to the Voucher (‘00023531"). Press the Invoice Information Icon and the following page will

be shown:
Q [ @ hitps:/starfin.wi.gov/psp/starfin/ EMPLOYEE/ERP/c/ENTER_VOUCHER INFORMATION.VCHR EX O ~ @ € ” @ Regular Entry | |
Eile Edit View Favorites Tools Help
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Finance Production Home Worldist Add to Favorites
A
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Business Unit 50500 Invoice No RAFFLE REFUND-CONGREGATION Invoice Total
Voucher ID 00023531 Accounting Da 6/30/2016 ) Line Total 25.00
Voucher Style Single Payment Voucher ;Fyﬁg’m QF Schd23Days “Currency usD|Q
Invoice Date |06/30/2016 31 Basis/Date Type Inv Date Miscellaneous i)
Invoice Received |06/30/2016 £l Freight 5
Single Payment Supplier
o o B Sepeles
Supplier ID SINGLEPAY Q Difference 0.00
ShortName SINGLEPAY-001 Q
Location 1 Q
“Address 1 Q
Save Calculate Print

Note — the Accounting Date and Invoice Date are set to 06/30/2016 (Fiscal Year 2016)



View the Distribution Line Information. The Budget Reference is FY2016 (Shown below)
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| e The Budget Date is 07/01/2016, which is Fiscal Year 2017 (shown below)
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Update the Budget Date to 06/30/2016. This is the last day of the prior Fiscal Year and would match the
Accounting Date and Budget Reference Fiscal Year.

Favorites~ | MainMenu ~ > AccountsPayable~ > Vouchers~ > AddApdate~ > Regular Entry
Home Warklist MultiChannel Console A
b ' /]
======= =N
Save Calculate Print
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Calculate
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e Press Save.
Note — if the Invoice Date occurs after the Accounting Date, a “Warning Message” will be shown.

Verify the Voucher has passed Budget Check, after batch processes run at 12PM, 3PM & 7PM

Favorites » Man Menu «

» Accounss Payablo v 3 Vouchess v 0 AddiUpdile v 0 Reguar Entry

Home: Worklist MubChannel Consoie Ald 1o Favontes Sign out

| New Wirdow | Help | Pecsonaize Page |
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Voucher I0
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Invoice No
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Approval Stab
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e Approve the Voucher

Optional Verification of Scenarios:

¢ Navigate to the Voucher and verify the Voucher has successfully “Posted” and the Accounting Entries
are correct:

[ Main Mams » +  Accounts Payable » 3 Vouchers v 3 AddUpdale » +  Regube Entry ) Accounting Enfries:

A

Voucher Accounting Entries

Business Unit b0s00 QL Voucher 1D 0D0Z3764 Q) Invoice Number AD148833 6
*Accounting Line View Option | St ] Invoica Date O7N1R016

Show Forelgn Currency

Supplier ID DO “Son By |

Search Fasat
Fan | Ve All Fust A tara

Posting Process AF Accrual GL Dist Status None Posting Date 0711872016

Personatiza | Find | View an | £21] B3 First ‘& 12002 'L Last
Main Information || Charfeids jounal | [FH
Description Monetary Amount Currency Code Ledger GL Uit Accounting Date
Atcounts Payabia -1 ACTUALS
2015-2016 AmeriCorps Competiti 11,801 .40 USD ACTUALS




