2008 FRS Year End Calendar-Regular Version
	Line #
	FYE07.Actual
	FYE08.Plan
	FYE08.Actual
	Task Description
	Purpose
	Resp. Office



	1. 
	W, Jan 31, ‘07
	F, Feb 1, ‘08
	Th, Feb 7, ‘08
	Set Purchasing Document Start and End Date to Zeroes
	Run Request FRSPYDAU
	PACS

	2. 
	W, Jan 31, ‘07
	F, Feb 1, ‘08
	Th, Feb 7, ‘08
	Turn On PBD050 - new year file accumulation.  

PBR110 includes Date = 070108 Parameter.  

(Note: PPO's dated 7/1/08 will print on 6/30/08.)
	To capture new year encum for PO's. PO's w/doc date thru 7/1/08 will print daily.  Purch. will hold the copies & distribute them in late June.   Submit run request  FRSP050P.

	Purchasing
Prod Svcs

	3. 
	W, Jan 31, ‘07
	F, Feb 1, ‘08
	Th, Feb 7, ‘08
	All new year PO's, PPO's, Change Orders, and encumbered requisitions must contain start/end date of 070108 and 063009 respectively, and document date of 070108 (continues through 071408 (1st working day after FY default date = new year), i.e., until FBY009 changes default year to new year.
	To ensure new year documents are encumbered in the NY accounts.  Submit run requests  FRSPC0P and FRSSP0P.
	PACS

	4. 
	F, Mar 2, ‘07
	March ‘08
	F, Feb 29, ‘08
	Ask Budget Office if there will be any ABR rule changes.
	To prepare for new values in ABR table if needed.
	Asst. Contr-Acctg

	5. `
	F, Mar 2, ‘07
	M, Mar 3, ‘08
	M, Mar 3, ‘08
	Change Standard Text phrases 037 and 038 to new year dates. Change Std text phrases 019, 046, 050, 051, 080, 081, 809 & 810 to new year dates. 
	Update relevant wording in text fields.  Ensure proper wording on texts.
	PACS

	6. 
	M, Mar 19, ‘07
	W, Mar 5, ‘08
	W, Mar 5, ‘08
	Article in Procurement and Contracting Tips (year end purchases).
	To announce year-end deadlines.
	PACS

	7. 
	F, Mar 30, ‘07
	F, Mar 28, ‘08
	F, Mar 28, ‘08
	Contact Purchasing & other areas to check for any changes to the 3D memo 07/08 Fiscal YR-End Processing.


	To ensure all issues are addressed in yearly memo.
	Asst. Contr-

Acctg

	8. 
	F, Apr 6, ‘07 
	Mid - March   
	F, Feb 29, ‘08
	Check with PSOS analysts on the schedule for Salary Savings batch file feeds into FRS.
	Report ID:  PSPU94SA
	FSO-ITS/PSOS

	9. 
	S, Apr 7, ‘07
	Mar EOM
	Mar EOM
	The FBM094 & 95 reports by major fund groups are available via ISW - Information Services Web for the Auditor General auditors.
	Distribute to Financial Report Coordinator for yr-end audit purposes.  Reports should be thru March Month-end. This is part of the ME process.  No action needed.
	Decision Support/
FSO-ITS

	10. 
	N/A
	Mar EOM
	 N/A
	Download SIP data to S:\ Drive for auditors when requested.
	
	FSO-ITS

	11. 
	W, Apr 11, ‘07

Th, Apr 12, ‘07


	Mar EOM
	M, May 5, ‘08

	Produce CD-ROM text files (3) of FBM092 9 mos. cumulative transactions:  one file for GL’s; one for SL’s and a record count file. 
 Also provide file layouts, counts and totals by transaction code (Dec. Support) and Payroll transactions (Mike Lee). (Data from UITS for PR file must be EBCDIC to ASCII converted).  Totals must be reconciled by Payroll Accounting before CD is burned.

	Distribute to Financial Report Coordinator for year-end audit purposes.  Data should be thru March Month-end.


	FSO-ITS 

UITS-PSOS

	12. 
	S, Apr 7, ‘07
	Mar EOM
	M, Apr 7, ‘08
	Run hard copy of FY'08 Financial Statements:  FBM070AD & FBM070AV as of March month-end for external auditors.   For preliminary audit use.  
	Distribute to Financial Report Coordinator.  Reports should be thru March Month-end.


	FSO-ITS

	13. 
	Th, Apr 12, ‘07
	Mar EOM
	F, Apr 25, ‘08
	Run 'special FBM040 Equivalent Zwriters'  to create files for review/correction of account profile  attributes by Fund Accountants 
	To correct attribute-coding errors prior to year-end processing & set DEL flags on closed accts before accounts are rolled over to new year database.  
	FSO-ITS

	14. 
	S, Apr 7, ‘07
	F, Apr 4, ‘08
	F, Apr 4, ‘08
	CLOSE MARCH 2008 - FRS system unavailable all weekend.
	
	

	15. 
	M, Apr 9, ‘07
	M, Apr 7, ‘08
	
	Review reports in FSO-FM Temp Work Reports folder in ISW.  Check with Financial Report Coordinator on deleting unneeded reports.


	To cleanup Temp Folder of unneeded reports.
	FSO-ITS/ Financial Report Coordinator

	16. 
	M, Apr 16, ‘07

	Mid April

	M, May 19, ‘08
	State Auditor General auditors arrive in FSO for pre-audit work.
FY07:  Arrival date is scheduled for Monday, April 16, 2007

FY08:  Arrival date is scheduled for Monday, May 19, 2008 and departing on June 13, ‘2008.

	FY05 note:  Task added as requested by Financial Report Coordinator.
	

	17. 
	F, May 4, ‘07

	F, May 2, ‘08

	F, May 2, ‘08

	Last day to submit fully approved Purchase Req's to Purchasing to assure the order is placed, delivered and paid as 07/08 business. 
	To allow enough time before year-end close.
	PACS

	18. 
	F, May 4, ‘07
	F, May 2, ‘08
	S, May 3, ‘08
	CLOSE APRIL 2008 - FRS system unavailable all weekend.
	
	

	19. 
	M, May 7, ‘07

T, May 8, ‘07


	M, May 5, ‘08
	W, May 7, ‘08

	Issue  FY 07/08 Fiscal Yr-End Processing Memo  w/April FRS statements and post memo to FRS-NEWS List Serv.

Add memo to the FSO “Year End Information” website
	To inform campus by issuing a memo to report upcoming issues regarding year end processing. This memo is also distributed w/the April month-end reports.


	Asst. 

Contr-Acctg

	20. 
	F, May 4, ‘07  
	M, May 5, ‘08
	F, May 2, ‘08
	Review ABR, COA, GSE for changes effective for new year. Report on and/or discuss any plans to change account # ranges.
FY06/07:  Discussed at Operations meeting - No changes to these tables needed at this time.


	To modify FRS system tables in time.
	Asst. 

Contr-Acctg

FSO-ITS

	21. 
	T, May 8, ‘07

F, Jun 29, ‘07


	M, May 5, ‘08
	Th, May 15, ‘08

	Determine New Year Paydates  & FRS System Monthly Close Schedule dates.  Notify all on-line users of processing schedule & downtime through the upcoming YE period via FRS-NEWS Listserv.  **These and other schedules are now available on the FSO Calendars website. 
	To notify campus of year-end processing schedule.
	Asst. Controller/

FSO-ITS

	22. 
	M, May 7, ‘07
	M, May 5, ‘08
	M, May 5, ‘08
	No longer request increases or re-encumbers to Blanket PO's.  
	Discourage changes in blanket POs during last month of fiscal year.
	Accts Payable

	23. 
	F, May 25, ‘07
	F, May 23, ‘08
	F, May 23, ‘08
	Purchasing will stop processing increases & cancellations for Blanket PO's (PO types BO and QB only). 
	Reduce flow of documents against old year.


	PACS

	24. 
	M, May 28, ‘07
	M, May 26, ‘08
	M, May 26, ‘08
	MEMORIAL DAY HOLIDAY - no processing

	
	

	25. 
	W, May 30, ‘07
	F, May 30, ’08
	F, May 30, ‘08
	REMOVE FY07 PROD.  Run FBY008 - FY Purge Reset (prior year is gone).  
  
	To purge last fiscal year's records from the system. 
	FSO-ITS /

Prod Svcs

	26. 
	Su, Jun 3, ‘07
	M, Jun 1, ‘08
	M, Jun 1, ‘08 
	Copy PSOS files to Rollover Area Run Budget Clean Up;  Run Budget Linkage;  Run Budget to Position Interface;  Run Position to Employee interface;  Reset Rollover System Control Record; Remember to start dual processing
	
	DS/HRS/ 

 Systems Control

	27. 
	Th, May 31, ‘07
	W, Jun 4, ‘08
	W, Jun 4, ‘08
	Run FBX005.   Run a few days prior to FBY001.   
	Removes old year dollar records with zero dollars.

Note:  Running this program may cause some information to drop off the FBM091- Report of Transactions by Account Quarterly report run at 06/30.
	FSO-ITS /

Prod Svcs

	28. 
	Th, Jun 7, ‘07
	T, Jun 17, ‘08
	Th, Jun 5, ‘08
	Issue all units IDB June/July Processing memo. Letter to IDB units reminds them to hold new year transactions & include NY dates on their batches.
	To instruct billing units in year end procedures.
	Asst. 

Contr-Acctg

	29. 
	M, Jun 4, ‘07
	F, Jun 6, ‘08
	M, Jun 9, 08
	Set up & notify dual entry access (FRS39xx) effective Monday after May month-end close (06/09/08) for some FSO users, some Budget Office users, 4 Spon. Proj. users, R. Oldaker, 11 Purchasing users, 4 AP/Travel users, 1 Endow. Acctg. User.  Every year verify list of ID’s with Department Reps and FSO Managers.
	Determine who needs access to both fiscal year databases and what type of access (inquiry or update).
	FSO-ITS

	30. 
	F, Jun 1, ‘07
	F, Jun 6, ‘08
	F, Jun 6, ‘08
	Review Prelim Reports list of reports for changes.  Reports to be run as of 06/27/08 on Sat., 06/28/08.  Reports to be dated 06/27/08.

	
	Distr. List/FSO-ITS

	31. 
	S, Jun 2, ‘07
	F, Jun 6, ‘08
	S, Jun 7, ‘08
	CLOSE MAY 2008 - FRS system unavailable all weekend.

	
	

	32. 
	S, Jun 2, ‘07
	S, Jun 7, ‘08
	S, Jun 7, ‘08
	INITIALIZE NEW YEAR by running FBY001  
	To create new year (FYE2009) files.  This should be done after May close has taken place
	FSO-ITS /

Prod Svcs

	33. 
	S, Jun 2, ‘07
	Su, Jun 8, ‘08
	M, Jun 9, ‘08
	Run Financial Statement reports FBM070's AV (Stmt of Net Assets) & AD (SRECNA) for May '08 w/audit trails.  
	Available on ISW – Electronic Reports - FSO-FM Financial Stmt-GASB 35
	FSO-ITS

	34. 
	M, Jun 4, ‘07
	M, Jun 9, ‘08
	M, Jun 9, ‘08
	Keep on-line users off until approx. 9:00 am (FRS system is down) to check validity of FBY001.
	To ensure proper creation of NY files.
	Dec Support/ 

Prod Svcs

	35. 
	M, Jun 4, ‘07
	M, Jun 9, ‘08
	T, Jun 10, ‘08
	New SIP accts & changes should be done in new year after this date.  Change SIP Z-writers (5) listed to run against new year. 
	To ensure proper classification and reporting of SIP accounts.  Every year check list with Endow. Acctg.
	FSO-ITS

	36. 
	M, Jun 4, ‘07
	M, Jun 9, ‘08
	M, Jun 9, ‘08
	A/P begins entering post-dated transactions for new fiscal year (2009) using TC = 145

	Relates to special check runs.
	Accts Payable

	37. 
	M, Jun 4, ‘07
	M, Jun 9, ‘08
	M, Jun 9, ‘08
	FY2009 account profile available for use by sub-system's hardware. FY2009 profile will continue to be available until mid-July.
	Provide extract file for subsystems.
	Dec Support

	38. 
	M, Jun 4, ‘07
	M, Jun 9, ‘08
	M, Jun 9, ‘08
	Activate Dual Year option in web application New Account Create screens.  Update Web JE SQL fiscal year table.  Check batch headers for correct fiscal year.


	Allows accounts to be created in both old year and new year.


	FSO-ITS

	39. 
	M, Jun 4, ‘07
	M, Jun 9, ‘08
	M, Jun 9, ‘08
	New year accounts may be created in FY2009.      


	
	FSO-ITS

	40. 
	M, Jun 4, ‘07
	M, Jun 9, ‘08
	M, Jun 9, ‘08
	Change orders - old year:  log-in under OY ID & use June change order date.  New year:  log in under NY ID & use change order date 7/1/08 throughout June & current date during July.
	To ensure changes are reflected in proper year.
	PACS

	41. 
	M, Jun 4, ‘07
	M, Jun 9, ‘08
	M, Jun 9, ‘08
	Begin posting trans. to FY2009. Take in file FRSP.PROD.FPNYFL.
	Post NY encumbrances that have been accumulated.
	PACS/

FSO-ITS


	42. 
	T, Jun 5, ‘07
	T, Jun 10, ‘08
	T, Jun 10, ‘08
	Turn Off PBD050 (enc. file stacker) the day after FRSP.PROD.FPNYFL has posted.   These 2 tasks go together.

	
	PACS/

Prod Svcs

	43. 
	W, Jun 13, ‘07
	T, Jun 10, ‘08
	T, Jun 10, ‘08


	Start PPO pre-edit which separates PPO's by current & new fiscal year & stacks all new year PPO's to A/P until Tuesday, 07/15/08.  
This is to be done on the first working day after new year is created as part of the FA daily processing
FY07: Per John L. – This is will start on W, Jun 13, ’07.

FY08: Per Bethina K. – This will start on T, Jun 10, ’08.


	To determine which year exp should go into.  This is done after May Close.
	Prod Svcs/ 

Cash Acctg

	44. 
	F, Jun 8, ‘07
	F, Jun 13, ‘08
	F, Jun 13, ‘08
	FY2008/2009 Blanket Orders (Maintenance Orders ONLY) processed to date will be mailed to vendors & depts.  Mail new MO daily from now on.

	To get orders to vendors on a timely basis.
	PACS

	45. 
	F, Jun 8, ‘07
	F, Jun 13, ‘08
	F, Jun 13, ‘08
	All 2008/2009 property lease PO's/CO's should be entered and copies of changes sent to AP/TRAVEL

	
	PACS

	46. 
	Th, Jun 14, ‘07
	F, Jun 13, ‘08
	F, Jun 13, ‘08
	Budget Load Files for Designated/Auxiliary for FY ‘09 to feed into FRS (Marilyn Fox, Budget office sends FSO-ITS the file). 

Submit run requests for Budget Office data for FY ‘09 to Earl Spencer in UIS for IIW table load to start the same night and run weekly until June Close.


	Budget Load files and IIW data weekly updates (email notification and run request dates schedule from Marilyn Fox, Budget Office)
	Budget Office/  FSO-ITS

	47. 
	New for FY’ 08
	F, Jun 20, ‘08
	F, Jun 20, ‘08
	Prepare 2008 Fiscal Year-End Processing of Web Journal Entires memo to go out to campus departments.
	To inform departments about deadlines associated with Web JE processing.  


	Asst. 

Contr-Acctg

	48. 
	F, Jun 8, ‘07
	F, Jun 20, ‘08
	T, May 20, ‘08
	Prepare Prelim List run requests for Prelim reports & send to Prod. Svcs.  (Prelim reports to be run on 06/27/08 and dated 06/27/08)
	To permit adequate time to setup job process. 
	FSO-ITS

	49. 
	F, Jun 8, ‘07
	F, Jun 20, ‘08
	F, May 30, ‘08
	Submit run requests for ABC and ERE programs with start and end dates for OLD FY tran date, and date.  Both programs to feed into OLD FY from July 1 until fiscal year is closed.  
	To insure proper posting to correct year for these adjustments. This is done as part of Prelim list.
	FSO-ITS

	50. 
	F, Jun 15, ‘07
	F, Jun 20, ‘08
	F, Jun 20, ‘08
	Mail vendor & dept. copy of all new year PO's & Change Orders (future dated 070108).  Mail all new year PO's daily from now on.  
	Get orders to vendors on timely basis.
	PACS

	51. 
	F, Jun 15, ‘07
	F, Jun 20, ‘08
	F, Jun 20, ‘08
	Submit special check production run request for special post-dated check write. Check date to be 7/1/08, due to vendors by 7/1/08.  Special check run for TC145 for July 1, '08.  Will be fed to New Year. Out-of-state checks to be mailed 6/26/08 & in-state checks to be mailed 6/30/08.  
Submit 3 SIS run requests to stop the  Bursar eDeposit  for just one day.  See the eDeposit folder under SIS run requests.

FY06 Note:  The date of the special check run caused some payroll accounting checks to not print and two emergency checks were required.  If the date of the special check write is Wednesday of pay week this needs to be taken into consideration.

FY07 Note:  The Run Request was submitted on W, Jun 13, ’07 to run on F, Jun 15, ’07.


	To pay items with July 1st due date to avoid having to cut E-checks for July 1st deadline.
	FSO-ITS

	52. 
	Th, Jun 21, ‘07
	M, Jun 23, ‘08
	T, Jun 10, ‘08
	Change the system note on the departments' reports (FBM090A1) identifying them as preliminary reports.

	To notify users that these are the June preliminary reports.
	FSO-ITS

	53. 
	T, Jun 26, ‘07
	T, Jun 24, ’08 
	Note:
	Set Batch Counter to account for FY end Batches. 

	Per Payroll Calendar
	Payroll 



	54. 
	W, Jun 20, ‘07

 
	W, Jun 25, ‘08

Su, Jun 15, ‘08
	W, Jun 25, ‘08

 
	PSOS Rollover
PSOS system unavailable from 8-12
Delete Production Files; Copy rollover files to production area; Copy production files to rollover area; 

Budget load to FRS.../; 
Run Short Accounts in.../; 

	Tasks for ‘PSOS ‘Rollover’.  PSOS now in new year.
	DS/HRS

	55. 
	W, Jun 20, ‘07
	W, Jun 25, ‘08
	W, Jun 25, ‘08


	Collapse non-personal expenditure in budget.  After the budget load file is created, Matt Shimel, UITS-PSOS analyst, will be running the 'non personal services collapse' procedure.
FY04 Note:  This collapse is included in the first ‘stacked’ PSOS daily file .A0622.  

FY05 Note:  This was included in the Day 1 ‘stacked’ file of .A0622.
FY06 Note:  This is included in the ‘stacked”  PSOS file of .A0621.

FY07: This collapse is included in the ‘stacked’ PSOS file of .A0620. The file will feed in FA Daily the first week in July.


	The transactions coming 

out of this get placed in the budget Daily Batch file. They are then passed to FRS in the first Daily Batch budget transactions file.  This affects when you set certain ABR's.
	DS-PSOS

	56. 
	W, Jun 20, ‘07
	W, Jun 25, ‘08
	W, Jun 25, ‘08


	Begin stacking PSOS Daily files after initial state/allocated/designated Budget Load is loaded into FRS as part of the PSOS ‘Rollover’.  Continue stacking these files until the WAGE budget collapse occurs.
FY06 Note:  PSOS daily file processing changed on 06/20/06 to feed in the daily file the day that it is created.  Stacking will now start on the day of PSOS rollover.


	Do not request daily PSOS files into FA Daily.
	FSO-ITS

	57. 
	W, Jun 20, ‘07
	W, Jun 25, ‘08
	W, Jun 25, ‘08


	Do not request any PSOS YR 2009 files to feed FRS.  Start stacking all PSOS files.  Files should be saved (put on Prod packs until OK to delete.)  
Note:  These files will be fed into FRS according to the Budget Office PSOS to FRS feed annual schedule.
	To prevent change to budget amt before orig. budgets are loaded.  This task begins on the night when the PSOS new year budget is loaded.  These files will be fed into FRS after the Wage budget collapse occurs.

	FSO-ITS

	58. 
	W, Jun 20, ‘07
	W, Jun 25, ‘08
	W, Jun 25, ‘08


	DO NOT bring in encumbrance load (FRS.FTP.PSO.ENCLOAD).  This file will feed according to the Budget Office’s Annual PSOS to FRS feed schedule.

FY04 Note:  This file was brought in (on 7/7) before the wage collapse (on 7/8) because of the mode (not translating to 1300) used to create ‘stacked’ files from 6/23, PSOS rollover to 7/6.  Check on a possible problem with the feeding of this file and the FY04 portion of the split payroll file.


	The Wage collapse has to happen before this file is brought in.  The file comes from CCIT-PSOS, Matt Shimel.
	FSO-ITS

	59. 
	 
	Jun 25-27, ‘08
	
	Print Budget Books – UITS.   This is tied to PSOS rollover.
	Budget Office
	DS/HRS

	60. 
	Th, Jun 28, ‘07
	Th, Jun 26, ‘08
	Th, Jun 26, ‘08
	Run POPP554 to post New ERE rates to payroll.  Create split programs for popje job stream.  Use setup_fybegin to start payroll
	
	Payroll Acct/

DS/HRS



	61. 
	F, Jun 22, ‘07
	F, Jun 27, ‘08
	F, Jun 27, ‘08
	Add FY parameter to TBD020 & TBD026.  The FY should be the old FY from now thru July 20th.  (Run Req. FRST020P & FRST026P) 

	This relates to FFX.  Add date = 07/01/xx.
	FSO-ITS

	62. 
	Th, Jun 28, ‘07
	F, Jun 27, ‘08
	F, Jun 27, ‘08
	Add PPO Print parameter – Date = 080701.  This is always done on 6/29/xx except when it falls on a weekend.  (Purchasing to submit run request 'FRSPPPSP')  
	To print new year in a single numerical sequence & ensure that no new year PPO's are used before 7/1.
	PACS/ 

Prod Svcs

	63. 
	F, Jun 29, ‘07
	F, Jun 27, ‘08
	F, Jun 27, ‘08
	Last day for batch IDB feeds to be run thru Pre-Edit, if appearance of transactions on June preliminary reports is desired.
	
	FSO-ITS

	64. 
	F, Jun 29, ‘07 
	F, Jun 27, ‘08
	 F, Jun 27, ‘08
	Prepare Preliminary reports campus notification by today to be sent out on FRS-News.
FY08: Hard Copy reports are no longer printed and distributed to departments (effective March 2008).  Departments must view these reports on eReports in ISW. 


	To notify that these are preliminary reports only.
	Asst. 

Contr-Acctg

	65. 
	F, Jun 29, ‘07
	F, Jun 27, ‘08
	F, Jun 27, ‘08
	Preliminary Close - No final closing activity will take place.
	June 2008 doesn’t close until July 18th.
	

	66. 
	n/a
	F, Jun 27, ‘08
	N/A FYE08
	Run TERF process.  Check each year to see if this is needed before prelim reports are run. 

Note:  For FY’05 only to correct the PSOS/FRS encumbrance mismatch on the Prelim. departmental reports:  Do thaw/encumbrance liquidation/reload process/freeze process (TERF) for Prelim close. 

FY’08:  Not needed.  Discussed @ YR Ops meeting on 6/20. 


	To synchronize PSOS encumbrances (Personal Services) with FRS encumbrances.
	FSO-ITS/PSOS

	67. 
	F, Jun 29, ‘07
	F, Jun 27, ‘08


	M, Jun 30, ‘08
	2008-2009 PPO's processed to date will be mailed to vendors & depts.
	Get orders to vendors on timely basis.
	PACS

	68. 
	S, Jun 30, ‘07
	S, Jun 28, ‘08
	S, Jun 28, ‘08
	SYSTEM  WILL BE UNAVAILABLE TO USERS
	To allow for Prelim and A/P Close processing.
	Prod Svcs

	69. 
	S, Jun 30, ‘07
	S, Jun 28, ‘08
	S, Jun 28, ‘08
	RUN PRELIMINARY JUNE REPORTS which are a subset of the monthly reports. Date reports 6/27/08. (Check report list to see which reports are available via electronic reports (ISW).) 
 
	
	Dec Support/ 

Prod Svcs

	70. 
	Su, Ju1 1, ‘07
	Su, Jun 29, ‘08
	Su, Jun 29, ‘08
	SYSTEM  WILL BE UNAVAILABLE TO USERS


	To allow for continued Prelim and A/P Close processing.
	Prod Svcs

	71. 
	F, Jun 29, ‘07
	M, Jun 30, ‘08
	M, Jun 30, ‘08
	DEPARTMENT DEPOSIT & CASH CUTOFF DAY
	This always occurs on final weekday of June.
	Bursar's Office

	72. 
	F, Jun 30, ‘07
	M, Jun 30, ‘08
	T, Ju1 1, ‘08


	Run JUNE 30 SIS REPORTS FOR BURSAR:  

SIS Batch Processing:  S10B220U/R - Tuition Calculation

S10B320U - 902 Sponsor 

S20B320U - 903 Sponsor 

SISBBMCU/SISBBMCR - Batch File Maintenance;

SISB100U/SISB100R - Accounting Feed;

SISB400U/SISB400R - Accounts Payable Feed;

SISBU01P/SISBU01R - Loan Interest Calculation; 

SIS Reporting: (To be submitted against Q862 files after the above batch jobs have successfully completed and DQB's have been created.
 
	Reports must run as of 6/30/xx. 2nd digit of '9X2' corresponds to FYE.
	Bursar's Office

	73. 
	F, Jun 29, ‘07 
	M, Jun 30, ‘08
	M, Jun 30, ‘08
	Student ACH & Credit Card Payments accepted thru 10:00pm.

	
	Bursar's Office

	74. 
	F, Jun 29, ‘07


	M, Jun 30, ‘08


	M, Jun 30, ‘08

FY08 Note: 
3rd Abbrev FA Daily not needed since AP Close was 7/1/08.
	CHECK-WRITE NIGHT.    Bring Check Feed into FRS Daily using an Abbreviated (3rd) FA Daily.  Run Special version of VBY093S Trial Bal.,  SEL = ALL, OPTION = L & FBM094  (FBM094 = monthly rpt. #4.) for Cash Acctg.  All disbursement batches after this day will feed to the NEW fiscal year.

(Note from FY03:  3rd Abbrev. not needed.  Since AP monthly close is moved to Tue, 7/1/03, we will feed Monday night’s (6/30/03) check on Tuesday FA daily instead of feeding it in to the 3rd Abbreviated on Monday.  Special report VBY09S & FBM094 will be run on Tue 7/1/03 instead of Monday 6/30/03.  See AP Month-End close flowchart).  

FY04 Note:  Since checks run every night we fed the 6/29 check feed in as usual and fed the 6/30 checks in the 3rd abbrev. Daily.  The job FRSVS04P creates the A/P check feed file (FRSV.PROD.S03TD020) and since it runs after FA Daily there is not a problem with using the same file name for the 6/29 and 6/30 file feeds.
FY05 Note:  The Thursday, 06/30 check run will feed into FRS, as normal the day after, on Friday, 07/01/05, therefore, the 3rd Abbreviated FA Daily (F30FWABU) is not needed.  Then A/P Close will occur during the weekend as scheduled on the Prelim  Month-end and AP Close processing flowchart.   The report jobs will run after FA Daily on Jul 1, ’05.  F30 jobs VBY93S and Fbm094 ran after regular FA Daily but before 1st Abbrev. Daily.  AP Daily Voucher Feed file (FRSV.PROD.D01TD020) fed into 1st Abbrev Daily.
 
	Submit Abbr FA Daily Run Req to PS To select old yr AP rec. for reconciliation to FBM094 AP book balance.  All disbursements made in July are defined as NY disbursements.


	FSO-ITS/

Prod Svcs/

Dec Support

	75. 
	F, Jun 29, ‘07  
	M, Jun 30, ‘08
	T, Ju1 1, ‘08
	After today, switch most Bursar User ID's to FY2009.  (Give dual access ID to Bursar fund accountant; one Accountant Asst., Sr. will also stay in OLD year until 7/17/07.)  Switch one person from Endowment to new year.  Switch ID's for all Payroll users to new year.  
Notify all units after IDs have been switched to the new year (include a list of all IDs that have been switched) and ask users to verify FY noted on bottom right hand corner of Screen 001.
FY’04 note: Switched only Eddie Minter’s 2 ID’s one MPL, one FRS

	To allow access to individuals for the appropriate year's data.
	FSO-ITS

	76. 
	S, Jun 30, ‘07
	M, Jun 30, ‘08
	M. Jun 30, ‘08
	Force current year/next year field on 29H to N thru July 13th  (or before system comes up on Monday the default FY switches to NY). This should be done the night of June 30 or before the system is brought up on July 1st.

	Departmental user's access is still old year, these dPR's must be new year until their access is changed to new year.   
	Dec Support

	77. 
	Th, Jun 28, ‘07
	M, Jun 30, ‘08
	T, Ju1 1, ‘08
	Setup Property Management daily Z-writer reports (3) to run and ftp to ISW electronic reports (Property folder) for new fiscal year ’09 effective July 1 thru Tuesday after June Final Close  (July 22).
Note (7/25/07):  Per Alan Blumberg of Property Management, these should only run through the Friday of June Final Close.


	These reports are in addition to the ones running daily for the old FY.
	FSO-ITS

	78. 
	
	T, Ju1 1, ‘08
	T, Ju1 1, ‘08

Note:
	Do not request the PSOS daily files until 6/XX-7/XX NY files that have been ‘stacking’ since ‘PSOS rollover’ have been brought in.   If necessary, increase retention period.  Refer to the Budget Office’s ‘Annual Process PSOS Feed to FRS’ schedule,

FY05 note:  Normal processing of PSOS daily files began on 7/11. These daily files will not include encumbrance batches thru July.

FY06 note:  Normal processing of PSOS daily files began on 7/10


	Posts all the files that have been stacking since PSOS rollover to NY.
	FSO-ITS

	79. 
	Su, Ju1 1, ‘07
	T, Ju1 1, ‘08
	T, Jul 1, ‘08
	PBR110 - Remove Date  = 070108 parameter. Remove date = 0703 parameter from PPOs.   Run Req. FRSPPPSP submitted earlier on 6/28/08.  (Jobmaster sends a message to all TSO ID's of day shift Production Controllers to remove these dates.)  FRSFPCOP & FRSFPPOP submitted earlier on 2/7/08.

	To return PBR110 to the normal daily print through parameter.  All PPOs from now on are new year.
	Prod Svcs

	80. 
	M, Jul 2, ‘07
	T, Jul 1, ‘08
	T, Ju1 1, ‘08
	On the first working day in July, fill out FRSVS03P, FRSVS04P, FRSVS05P Run Requests and send to Production Services by 8:30am.  If a follow-up is not received from Production Services, call them to be sure they have received the form.  
The following information needs to be entered on the form: 
a.  FRSVS03P 1) VCHR = 0,1,2,3,4,6,7,8,9.   

                         2) PAY-THRU = (First working day in July + 7 days) 
b.  FRSVS04P 1) FY = Enter the new fiscal year


	All disbursements made in July are defined as NY disbursements. 
	FSO-ITS

	81. 
	M, Jul 2, ‘07
	T, Jul 1, ‘08
	T, Ju1 1, ‘08
	The eDDF batch file from 06/30 transactions should feed into FRS with Old Year FY in batch header on July 1.  
	This eDDF batch is part of the “Online Web E-Travel Expenses” file on the FA Daily run request.


	FSO-ITS/ WebDev

	82. 
	T, Jul 3, ‘07
	T, Jul 1, ‘08
	T, Ju1 1, ‘08
	After today, stack all BRS SIS feed files to A/P from 7/1 – 7/19 and bring in on 7/21/08. 

	
	Bursar's Office/FSO-ITS

	83. 
	T, Jul 3, ‘07
	T, Jul 1, ‘08
	T, Ju1 1, ‘08
	Stacks BRS (BUR batches) to FA feed & batches done thru web JE (begin. 12/08/2003 - Will stack in Web JE) pertaining to FY2009 until 7/21/08.

	Wait until default year switches
	Bursar's Office/FSO-ITS

	84. 
	M, Jul 2, ‘07
	T, Jul 1, ‘08
	T, Ju1 1, ‘08
	Bring in BRS feed of 6/30/08 to A/P.
	Record vouchers in old year.
	FSO-ITS

	85. 
	M, Jul 2, ‘07
	T, Jul 1, ‘08
	T, Ju1 1, ‘08
	Run two FBD043 each night – one for FY08 & one for FY09.  
	GL Summary of Acct Controls Report.  (ASA reviews reports to check if accounts are in balance.)
	FSO-ITS/

Prod Svcs

	86. 
	M, Jul 2, ‘07
	T, Jul 1, ‘08
	T, Ju1 1, ‘08
	New year invoices can be posted in FPR using new year ID’s.  Use TC = 142.
	Used for real-time posting of inventory.

	Accts Payable

	87. 
	M, Jul 2, ‘07
	T, Jul 1, ‘08
	T, Ju1 1, ‘08
	A/P & Travel with FY2008 ID's start processing new year vouchers with UNIQUE BATCH REF & feed FA in real-time. 
	NY transactions to be segregated.
	Accts Payable

	88. 
	M, Jul 2, ‘07
	T, Jul 1, ‘08
	T, Ju1 1, ‘08
	E-checks can only be for new year transactions.
	All disburse are NY from now on.
	Accts Payable/ 

Payroll


	89. 
	M, Jul 2, ‘07
	T, Jul 1, ‘08
	T, Ju1 1, ‘08
	All voucher feeds to AP from API units are assumed to be for '08-thru 7/11/08.   
	Keep open old year to finish A/P business.
	Dec Support

	90. 
	S, Jun 30, ‘07
	T, Jul 1, ‘08
	T, Jul 1, ‘08
	Make certain FRS acct profile extract is switched to NY from now on. 
	Subsys (PSOS) needs a NY extract file.

	Prod Svcs

	91. 
	F, Jun 29, ‘07
	T, Ju1 1, ‘08
	T, Ju1 1, ‘08
	Run Dummy Check Feed TAKE A/P dummy check feed into FA. (Regular FA Daily)   This task is part of A/P Monthly Close.


	Clear out offsetting positive/negative vendor balances.
	FSO-ITS

	92. 
	S, Jun 30, ‘07
	T, Ju1 1, ‘08
	T, Ju1 1, ‘08
	RUN A/P MONTHLY CLOSE

	
	

	93. 
	New for ‘08
	T, Jul 1, ‘08
	T, Jul 2, ‘08
	Keep on-line users off until approx. 9:00 am after Tuesday nights processing (FRS system is down) to check validity of A/P Monthly Close.  You will be notified for FSO-ITS when to bring FRS system up.


	To ensure proper A/P Monthly Close.
	Dec Support/ 

Prod Svcs

	94. 
	New for ‘08
	T, Jul 1, ‘08
	M, Jun 30, ‘08
	Normal Payroll Run for Pay End 06/29/08.  Dual year (split) payroll run not until 07/15/08.

Note FY08:  Payroll was actually run on Monday, 6/30/2008.  TERF process was run off-cycle on 7/1/2008 to process with Payroll Journal Entries into FA Daily FY08.

FY08 Note:  This will occur a day early on M, Jun 30 due to the July 4th Holiday on the pay date of F, Jul 4, ’08.

	
	

	95. 
	W, Jul 5, ‘06
	T, Jul 1, ‘08
	Note: 
F, Jul 11, ’08 & M, Jul 14, ‘08
	PSOS daily files may be requested after processing the following: initial budget load, wage collapse, stacked PSOS daily files (from the initial budget load to the wage collapse) .

FY04 Note:  The order as determined by the budget office was as follows:  initial budget load and encumbrance load, ‘stacked’ daily PSOS files from 6/23 thru 7/6, wage collapse and PSOS daily files of 7/7 & 7/8.  
FY05 Note:  “Stacked” files from 06/22 to 06/30 (Day 1 – 7), were fed on W, July 6 with encumbrance batches included.   FA Daily had a problem with byte limits so the General Adjustment file and the “stacked” file from 07/01 (Day 8) were pulled and fed on Th, July 7 without any encumbrance batches.  Day 9 – 11 w/o enc batches were fed on F, July 8 as was the Encumbrance Liquidation file.  Normal processing of PSOS Daily files (w/o encumbrance batches) began on M, July 11.

FY06 note:  On 7/5/06 the stacked files of 06/21, 06/22, 06/23, 06/26, 06/27, 0628 and 06/29 were brought in after the FY07 Budget Load file.  On 7/6/06 the stacked files of 06/30, 07/03 and 07/05 were brought in after the Wage Collapse and ABR reset.  On 7/7/06 the stacked files of 07/06 and 07/07 were brought in.  Normal daily processing to start on 07/10 with feeding in the daily file on the same day it is created (new procedure).

	This date varies depending on when the initial budget load is fed.  Feed schedule is determined by the Budget Office. 


	FSO-ITS

	96. 
	Th, Jul 5, ‘07
	T, Jul 1, ‘08


	M, Jul 14, ‘08
	AFTER THE ORIGINAL BUDGET IS LOADED DO THE WAGE COLLAPSE - Request the following non-print Z-writers.  
1.  Wage collapse - collapse object codes 1301-1399 to 1300 

     (positive & negative) 
2.  Reset ABR rule on 1301-1399 from 0 to 6 CCIT will collapse    operations budget (should be done same day as wage collapse). 
Don't bring any new year payroll in until the budgets are posted and wage collapse/ABR reset happens.

	Creates two files to be brought into FA Daily in new year.
	FSO-ITS

	97. 
	T, Jul 3, ‘07
	W, Jul 2, ‘08

F, Jul 11, ‘08


	 W Jul 2 ‘08

F, Jul 11, ‘08


	After the first working day in July follow the schedule below to stop calling for the external files on the FRSVD01P, FRSVD02P 

Run Request: 
a. On the second working day in July = Stop calling for the BRS file from Bursar's. 
b.  Friday before the week of close = Stop calling for Stores, Bookstore, Warehouse and Facil. Mgmt.


	
	FSO-ITS

	98. 
	W, Jul 4, ‘07
	F, Jul 4, ‘08
	F, Jul 4, ‘08
	INDEPENDENCE DAY HOLIDAY – no nightly processing.  FRS system will be available during normal hours.

	
	

	99. 
	S, Jul 7 ‘07
	S, Jul 5 ‘08
	S, Jul 5 ‘08
	MAKE SYSTEM AVAILABLE TO USERS UNTIL 6:00 P.M.!  Check with Prod. Svcs. (621-2786) about projected up-time.  Any on-line updating occurring on Saturday will appear on Monday’s report.


	Auxiliary Acctg needs to input inventories
	Prod Svcs

	100. 
	T, Jul 10, ‘07
	M, Jul 7, ‘08
	Th, Jul 10, ‘08
	Change the system note on the departments' reports (FBM090A1) back to regular month end reports notification.

	To remove the prelim note.
	FSO-ITS

	101. 
	Not needed for ‘07
	M, Jul 7, ‘08
	N/A FYE08
	Do a purge of non-dollar transactions. 
	Run, if needed, to clear room in T3 area for June close activity.  Check database statistics for area space %.


	Dec Support

	102. 
	W, Jul 11, ‘07
	M, Jul 7, ‘08
	Th, Jun 12, ‘08
	Prepare Sponsored Projects Close and June Final Close job list run requests for Prod Svcs pre-setup in Jobmaster.


	
	FSO-ITS

	103. 
	M, Jul 23, ‘07
	W, Jul 9, ‘08
	M, Jul 14, ‘08
	Sometime before final close, coordinate with Production Services and UIS to create the following UNAUDITED tables:
ZZ_FY_UNAUDITED_GL_ACCOUNTS

ZZ_FY_UNAUDITED_GL_DOLLARS

ZZ_FY_UNAUDITED_OC

ZZ_FY_UNAUDITED_SL_ACCOUNTS

ZZ_FY_UNAUDITED_SL_DOLLARS

ZZ_FY_UNAUDITED_TRANSACTIONS


	UIS tables should be updated daily from Mon after Final close until Mid Oct.  (Verify end date w/Financial Report Coordinator)
	FSO-ITS/
Prod Svcs/
UIS

	104. 
	F, Jul 13, ‘07
	F, Jul 11, ‘08
	F, Jul 11, ‘08
	Last day for batch IDB feeds to old year  (Stores, Fac Mgmt, Inst Shop, BioMed, Telecom, Mailroom, Motor Pool, Animal Care, AZ Cancer Center, Chemistry, Parking & Tran., Surplus Property). 

	Subsystem feeds must first go thru pre-edit prior to being posted to FA.
	FSO-ITS

	105. 
	N/A 
	F, Jul 11, ‘08
	N/A FYE08
	Run special FBM094 by Minor Fund Group for Fund 06 after FA Daily processing tonight.  Place to ISW – FSO-FM Temp Work Reports folder (no hard copy).
	This is a report request that will be needed at each year-end closing on the Friday preceeding the week of Departmental close.


	FSO-ITS

	106. 
	W, Jul 11, ‘07
	F, Jul 11, ‘08
	F, Jul 11, ‘08
	Submit the run request (FRSFY09P) to change the system default FY to the New Year effective Monday before system comes up. 


	
	FSO-ITS

	107. 
	S, Jul 14, ‘07
	S, Jul 12, ‘08
	S, Jul 12, ‘08
	MAKE SYSTEM AVAILABLE TO USERS UNTIL 6:00 P.M.!

	
	Prod Svcs

	108. 
	Su, Jul 15, ‘07
	Su, Jul 13, ‘08
	Su, Jul 13, ‘08
	AFTER 6:00 P.M. ON SUNDAY:  MAKE SYSTEM UNAVAILABLE TO USERS

	
	Dec Support/

Prod Svcs

	109. 
	M, Jul 16, ‘07
	M, Jul 14, ‘08
	M, Jul 14, ‘08
	Keep all on-line users off until approx. 10 A.M.  Send announcement to FRS-ALERTS listserv.
	To do the following: Check results of ID switchover, Change screen 29H, Change edits for API units.
	FSO-ITS/Dec Support/

Prod Svcs

	110. 
	M, Jul 16, ‘07
	M, Jul 14, ‘08
	M, Jul 14, ‘08
	Run Job to Set Default FY on the FA OOAK Record to NEW FY
NOTE:  The default FY in FRS in now 2009.

	Job FRSFY09P  Submit run request on previous Friday.
	FSO-ITS

	111. 
	M, Jul 16, ‘07
	M, Jul 14, ‘08
	M, Jul 14, ‘08
	Run Job to switch Campus User ID's from old year to the new fiscal year except Spon. Proj., Purchasing, Budget,  FSO and a couple people from Facilties.  (Mon. morning before system comes up)
FY06 Note:  All Purchasing User ID’s must be switched to new year to avoid processing problems. Purchasing Dual Year Access User ID’s (39xx) will remain in old year.

 
	Job FRSZFYCP
	FSO-ITS/ 

Prod Svcs

	112. 
	M, Jul 16, ‘07
	M, Jul 14, ‘08
	M, Jul 14, ‘08
	Check output from FBY009 & Job FRSZFYCP.  Switch back FSO & Spons. Proj. personnel FRS user ID's to OLD YEAR per list.  Make sure MPL's are included.

	To ensure proper access to the appropriate fiscal year database.
	FSO-ITS

	113. 
	M, Jul 16, ‘07
	M, Jul 14, ‘08
	M, Jul 14, ‘08
	Change the current year next year field on Screen 29H from N to C before system comes up.

	To ensure all DPR's go in new year.
	Dec Support

	114. 
	M, Jul 16, ‘07
	M, Jul 14, ‘08
	M, Jul 14, ‘08
	Call Prod Svcs to bring the FRS system up after the above Monday jobs are run and reports verified. Submit run request to Prod Svcs.


	
	FSO-ITS/ 

Prod Svcs

	115. 
	M, Jul 16, ‘07
	M, Jul 14, ‘08
	M, Jul 14, ‘08
	On the Monday of the week of Accounts Payable close: Before sending the on-line form, FRSVD01P, FRSVD02P Run Request, check the Add FY = , at the bottom of the form and enter the OLD fiscal year date.  
Note:  Per Production Services this only needs to be done once, on Monday.


	Ensure vouchers post to old year on A/P has run request.
	FSO-ITS/

Prod Svcs

	116. 
	F, Jul 13, ‘07
	F, Jul 11, ‘08
	M, Jul 14, ‘08
	Do a local budget collapse before Friday, July month-end in New Year.  Confirm with Budget Office when local budgets are IN first.  ABR Reset does not have to be done as this program is collapsing only ABR pools 3100, 5800, 6000, 6100, 6200, 7000, 7800, and 8000 to ABR pool 3000.
FY’07: Scheduled date moved up from W, Jul 25, ’07 per Ann Araiza, Budget Office.


	Collapse ABR pool budgets into Operation pool.  RUN 

non-print z-writers in New Year.
	FSO-ITS

	117. 
	
	
	Note:
	NOTE:  Do not do this Local Budget Collapse at the same time as the WAGE collapse or before posting the Daily PSOS files that have been stacking since loading the original NY budgets. This caused all the TX022's to reject.
FY ’08 Note:  As of July 2008, this is no longer a concern except for accounts that are in delete status.  Accounts with "insufficient BBA", that are "frozen" or "under review" will not reject but will generate a warning message.

	
	

	118. 
	M, Jul 16, ‘07
	M, Jul 14, ‘08
	M, Jul 14, ‘08
	Hold all API transaction feeds for FY09 until encumbrances are processed.  Process the Monday after close.

	Ensure proper liquidation of enc.
	FSO-ITS

	119. 
	M, Jul 16, ‘07
	M, Jul 14, ‘08
	M, Jul 14, ‘08
	Last day to bring in the New Year PPO file was Friday, July 11th before the year defaults to new year.  Do not request file on FA Daily.


	Stop feeding in this file.
	FSO-ITS

	120. 
	M, Jul 16, ‘07
	T, Jul 15, ‘08
	M, Jul 14, ‘08
	FY2009 daily batches being stacked by Bursar can now be processed to FA only.  Continue to stack AP feeds until the Monday after June close. 
Note FY ‘08:  The run request for the job related to this task (S10BFYFP) was submitted on Monday to incl. files from T0701 thru T0712.   The SIS.P862.BIAFFL.SISB100U.D0714 was requested separately on FRSFD01P.
The file that this job produces – Fiscal Year End Acctg. Feed Files (SIS.P862.BIAFFL.FISYEAR) is brought in on Tuesday along with Tuesday’s (D0715) file.


	Continue to post to default FY which is now FY2009.
	FSO-ITS

	121. 
	T, Jul 17, ‘07
	T, Jul 15, ‘08
	T, Jul 15, ‘08
	Run FBM094 & FBM095 by Minor FG w/audit trail for Auxil., Desig. & Plant accounts only.  (Day specific-run Tues before YE close, after FA Daily.
	To recheck inventories/ receivables & pre-audit review.  (Local Acctg)
	FSO-ITS

	122. 
	T, Jul 17, ‘07
	T, Jul 15, ‘08
	T, Jul 15, ‘08
	Run Z-writer (non-print) to delete pers. svcs., ERE, telephone (TEL), Fac. Mgmt. (PRC,PRH), Printing & Repo. (PRN), & Rad. Safety (RAD) OLD YEAR encumbrances from ALL accts.   Run during the day &  bring in as part of FA daily tonight.  Check for completeness of this list every year. 
FY06 note:  Personal services and ERE encumbrances were already removed from all accounts per a Budget Office request on W, July 12, 2006.


	To remove encumbrances not being carried forward into new year.  Run = FFOENC   (Batch Header info: FRS080 0630xx)
	FSO-ITS

	123. 
	T, Jul 17, ‘07
	T, Jul 15, ‘08
	T, Jul 15, ‘08
	Last day for bringing in PPO feed to A/P for old year disbursements.  Cash Acctg. is monitoring the PPOs fed to old year.  On Tue, 7/17 they will create a credit disbursement entry that re-classes cash disbursements from PPO feeds 7/1-7/13 to misc. payables (028940-2190).  This disbursement entry will be reversed the week after final close (This has to be done before July close).
  
	Cutoff for updating Old Year invoices.
	Cash Acctg

	124. 
	T, Jul 17, ‘07
	T, Jul 15, ‘08
	T, Jul 15, ‘08
	Cut off day for WEB JE and eRFAA feeds to OLD year is Tuesday night on the week of final close.   Next processing of these files is the Monday after Final Close.

Note:  The FRS.FTP.ETRAVEL file includes the eRFAA and eDDF batches.   The eDDF batches at this point are feeding into new year while WebJE batches are still for old year.  After tonight, for the rest of the week, we will need to continue to call for this FRS.FTP.ETRAVEL file into FA Daily to ensure that these batches are posted.  
 
	To make sure that no rejects for OLD YEAR will occur on SP close day. 
	FSO-ITS

	125. 
	Not needed 
	T, Jul 15, ‘08
	Not needed
	Check to make sure that Security Pool Endowment file (FRS.FTP.POLIDBGI) is in NY.  Check w/Endowment Acctg.
	
	FSO-ITS/Endow Acctg



	126. 
	M, Jul 2, ‘07
	T, Jul 15, ‘08
	T, Jul 15, ‘08
	Payroll Run for Pay End 07/13/07 PSOS Batch normal;

Split the journal entries into two fiscal years;  


	This is the ‘split  payroll’ with both old year and new year.
	Payroll Oper  

Prod Svcs

DS/ HRS

	127. 
	T, Jul 17, ‘07
	W, Jul 16, ‘08
	W, Jul 16, ‘08
	P-Card file should be NEW YEAR from now on.  Purchasing should decide on this date.
FY'01 Note:  The P-card file was Old Year until 7/20/03.  This caused suspense items on 'P' accounts, which had to be fixed.  

FY03 Note:  P-card was not fed in on Friday 7/19/02.  First NY file was brought in on Monday (7/21/02).  Friday’s File was renamed with 4-level qualifier so Monday’s file wouldn’t overwrite it.
FY08 Note:  Fiscal Year not on batch header…processed to FY09.  Resubmitted for FY08, Reversed for FY09.

	Normally 10 working days beginning Jul 1 or first working day in July.
	PACS

	128. 
	W, Jul 18, ‘07
	W, Jul 16, ‘08
	W, Jul 16, ‘08
	THAW FY2009 ACCTS with encumbrances using Z-writer (non-print)   in NEW YEAR.  Run during the day & bring the file into regular FA Daily. 
	Prepare NY accts for encumbrance carry-forwards from OY.  Run = FFSTHAW  (Batch Header info: FRS105 0701xx)
	FSO-ITS

	129. 
	T, Jul 3, ‘07
	W, Jul 16, ‘08
	W, Jul 16, ‘08
	Feed 1st  part of split payroll into FRS FA Daily (old FY) for pay period ending 07/13/08.  For date(s) 6/30 (1 weekday workday(s).  Check w/Payroll Acctg first.

	Feed into FRS in old year.  Get okay from payroll accounting prior to feeding file.
	Prod Svcs/ 

FSO-ITS

	130. 
	T, Jul 3, ‘07  
	W, Jul 16, ‘08
	W, Jul 16, ‘08
	After 1st half of split payroll is posted, Run 11 special FBM095's in old year for Asst. Contr.-Acctg.  Begin on Wednesday after final old year P/R feeds thru Sponsored Close night (Thurs.). 
See Management Report List for the 11 special FBM095’s.


	To monitor status of Old year accounts (1 hard copy of each-distribute to Cindy Robison)
	FSO-ITS /

Prod Svcs

	131. 
	M, Jul 2, ‘07
	W, Jul 16, ‘08
	W, Jul 16, ‘08
	Run Vacation Accrual Liability report for Audit.  (hard copy – distribute to Cyndi Jarecki).  This should be completed before the 1st part of split payroll into FRS is run.
	Run after the last FULL payroll of the OLD year. This report s/b run as of 6/30/xx.
	DS/HRS/Mike Lee,  Payroll Computing



	132. 
	W, Jul 18, ‘07
	W, Jul 16, ‘08
	W, Jul 16, ‘08
	Dummy check feed run and bring in to FA daily FY08.  Last planned dummy check run for old year.  
	Creates Bank 99's feed file.
	Dec Support/ 

Prod Svcs

	133. 
	W, Jul 18, ‘07
	W, Jul 16, ‘08
	W, Jul 16, ‘08
	Last day that Receiving can enter old year receiving. 
	Switch over to new year processing.
	PACS

	134. 
	W, Jul 18, ‘07
	W, Jul 16, ‘08
	W, Jul 16, ‘08
	Last check write tonight.  Next check run will be on Monday.

	
	FSO-ITS

	135. 
	New for FY’08
	W, Jul 16, ‘08
	F, Jul 11, ‘08
	Run Z-writer (non-print) to delete pers. svcs., ERE OLD YEAR encumbrances from ALL accts.   This needs to be run after FRSFD01P (FA Daily) & fed into a special Abbrev. Daily.  

FY08 note:  Personal Services were removed from the Tuesday task.  Encurmbrances for Pers. Svcs. and ERE cannot be liquidated until the last FY08 payroll JE file feeds into FRS for Old Year as part of the split payroll that runs tonight.  The output file of this Z-writer program will have to be run to be fed into a special Abbrev. Daily (FRSFABVU) to run after Wednesday night’s FRSFD01P (FA Daily ).

	To remove Pers. Svcs and ERE encumbrances not being carried forward into new year after the final Old Year Payroll JE is posted to FRS.  Run = FFOENCPS   (Batch Header info: FRS085 0630xx)
	FSO-ITS/ 

Prod Svcs

	136. 
	W, Jul 18, ‘07  
	W, Jul 16, ‘08
	W, Jul 16, ‘08
	Check all batch header information on files being brought in to FA Daily tonight.
	To prevent duplicate batches & batches going into wrong fiscal year. 
	FSO-ITS

	137. 
	W, Jul 18, ‘07
	W, Jul 16, ‘08
	W, Jul 16, ‘08
	After Wed, disable on-line users to PRIOR MONTH until Monday, 7/21.   

Update all ZWS Prior Month programs used for June Final Close by today.


	
	Dec Support/ 

Prod Svcs

	138. 
	W, Jul 18, ‘07
	W, Jul 16, ‘08
	W, Jul 16, ‘08
	SPONSORED PROJECTS CLOSE BEGINS (S/L ONLY) & A/P ACCESS SWITCH OVER ENDS
	
	

	139. 
	F, Jul 13, ‘07
	Th, Jul 17, ‘08
	Th, Jul 17, ‘08
	Get the name & phone #'s of an after 5pm contact person (Paul Sandoval) in the Sponsored Projects Office.
	In case a problem arises during Sponsored Close after 5pm.
	FSO-ITS

	140. 
	Th, Jul 19, ‘07
	Th, Jul 17, ‘08
	Th, Jul 17, ‘08
	SYSTEM DOWN (TO USERS) all day.  CCIT Operations to have priority processing for jobs/reports.
	
	Dec Support

	141. 
	Th, Jul 19, ‘07
	Th, Jul 17, ‘08
	Th, Jul 17, ‘08
	After FA Daily run early Thursday morning, review Wed night's FBD009 Daily Data Collector to check that Wed's nights batches fed into FRS correctly.  

	
	FSO-ITS

	142. 
	Th, Jul 19, ‘07
	Th, Jul 17, ‘08
	Th, Jul 17, ‘08
	Review Wed night's FBD016 Daily Suspense Listing for payroll & Misc. suspense items on all project accounts.  Clear suspense items, if any, before proceeding with running mechanical entries.

	Suspense must be clear in old year.
	Cash Acctg 

	143. 
	Th, Jul 19, ‘07  
	Th, Jul 17, ‘08
	Th, Jul 17, ‘08
	Run FBY005 - Transaction generator (Carry forward for encumbrances on non-sponsored accts) & post to NEW YEAR (FY09).  (FRSF.PROD.DRDRLIB (FBY005E1 & E2))
Encumbrances brought forward to include all PO's, TO's, PPO's, Requis. & FDC encumbrances (FBD010 reports)  (Creates 2 files - FRSF.PROD.FBY005E1.TRANS & FRSF.PROD.FBY005E2.TRANS which are brought into FA daily.)
Note: Change the batch header on the 2nd file or the file will reject because of duplicate batch headers.  


	To create customized input data for new year files. (SELYR = OY; BATYR = NY)
	Prod Svcs 

	144. 
	Th, Jul 19, ‘07  
	Th, Jul 17, ‘08
	Th, Jul 17, ‘08
	Run Mechanical entries FBM953, FBM955 & FBM957 (IDC & LOC [Ltr. of Credit]) & post to OLD YEAR.

1st Abbr. Daily - FBM953 (SPINS IDC trans IDC600).

2nd Abbr. Daily - FBM955 (Ltr. of Credit LOC600) & FBM957 (ME IDC Enc Load SPN502)


	
	FSO-ITS / 

Prod Svcs

	145. 
	Th, Jul 19, ‘07  
	Th, Jul 17, ‘08
	Th, Jul 17, ‘08
	Run special entry Sponsored LOC & NON-LOC accts receivable accrued trans program.  This creates 4 files:

FRSF.CNTL.LCREDFL1 thru 4.  Bring in files 1 & 2.  

Files 3 & 4 will be brought in the week after final close.
	Accrue sponsored receivable for year-end reporting.  In this program, SOF is used to generate the Credit Acct. Cntl.  If the an account has the wrong SOF, the transaction will go into suspense (GSE invalid).
	Prod Svcs

	146. 
	Th, Jul 19, ‘07
	Th, Jul 17, ‘08
	Th, Jul 17, ‘08
	REFREEZE (thawed) FY2008 accounts w/enc. (by modifying the file FRSW.CNTL.THAW & rename to FRSW.CNTL.REFREEZE.  Be sure to change the Batch Ref # so it won't reject.)
	Restore status of NY accounts after carryforward.  (Batch Header info: FRS107 0701xx)
	FSO-ITS

	147. 
	Th, Jul 19, ‘07
	Th, Jul 17, ‘08
	Th, Jul 17, ‘08
	Run (3rd) abbreviated FA daily to bring in the following files:  LOC & NON-LOC accruals (files 1 & 2),  FBY005  transactions, REFREEZE accounts and any batch files to clear any suspense items (must go in  by 3rd Abbrev. Daily.)


	To complete final adjustments to old year & post carryforwards to new year. 
	Prod Svcs

	148. 
	N/A
	Th, Jul 17, ‘08
	N/F FYE08
	Run 4th Abbreviated Daily for any suspense or rejected transactions from LOC/NON-LOC and FBY005 transactions fed in 3rd A.D., if needed. 
Note FY05:  We cleared the one suspense item via the online screen.


	
	FSO-ITS

	149. 
	Th, Jul 19, ‘07  
	Th, Jul 17, ‘08
	Th, Jul 17, ‘08
	Reset automatic voucher numbering for AP on AP Controls screen    131 thru FRS back door access, obtain number from AP Manager (Tammy Strom).
	To begin new voucher sequence.  (OK to update number using Old Year FRS login ID) 
FY06 new sequence no. 3000496.
	Accts Payable/ 

FSO-ITS

	150. 
	Th, Jul 19, ‘07  
	Th, Jul 17, ‘08
	Th, Jul 17, ‘08
	On the Thursday (Sponsored Close day):  a. Fill out on-line form  'VOUCHER'  and  'VOUCHERNO'  
Change Run Request and submit to Prod. Svcs.  This is to modify program VBVCH to change the 1st digit in the voucher # series.   FY09 voucher # series will be 24.
	The run requests listed in note a. will also update JCL which the special VBY093S, Special Trail Balance uses to select the correct voucher nos.  This report is used to balance Acct Cntl 2100 Accounts Payable.   FY05 series was 24.  FY06 series was 13.   FY07 series was 24. 


	FSO-ITS

	151. 
	Th, Jul 19, ‘07
	Th, Jul 17, ‘08
	Th, Jul 17, ‘08
	Modify screens 19C and 19D to change the 1st digit in the voucher # series.  Modules to be changed are UAVPR19C, UAVRP19C and UAVPR19D.
	This change is to ensure the correct voucher # series is used by the API units that perform data entry on-line using the 19 series screens.
	Dec Support

	152. 
	Th, Jul 19, ‘07
	Th, Jul 17, ‘08
	Th, Jul 17, ‘08
	RUN SPECIAL  MANAGEMENT REPORTS  for final review, after elimination of all encumbrances not to be rolled.   Note: FBM061's  below can run at same time as Management Reports.
Note:  These reports will be available in ISW at approximately 12 noon.


	To check final status of OLD year accounts.
	Dec Support/ 

Prod Svcs

	153. 
	Th, Jul 19, ‘07
	Th, Jul 17, ‘08
	Th, Jul 17, ‘08
	RUN  2  FBM061's  (before image)   1 in OLD YEAR & 1 in NEW YEAR.      (SL 300000-499999 accts only;  sysout  =  0) 
RUN FBY002 - Project Account Closing   (Transfers project acct. old   SL dollar data to the new SL records.  Transfers project accts. created since FBY002 was executed into the new year.  Carries forward the AP records & Purchasing records into the new year.  (Inhibits activity against AP in the old year.)   Project Account Ranges consist of:  210000-210899;  300000-499999;  820000-837999.  
RUN  1  FBM061 (after image) in NEW YEAR.     (SL 300000-499999 accts only;  sysout  =  0)  


	These FBM061 reports are used to verify the FBY002 job. Submit run request using Thurs date.
(Run in Quad)
	Prod  Svcs 

	154. 
	Th, Jul 19, ‘07
	Th, Jul 17, ‘08
	 Th, Jul 17, ‘08
	Complete FBY002 Verify using special excel spreadsheet using the calculation:  New FY (after image) – New FY (before image) = Old FY (before image)
	
	FSO-ITS

	155. 
	Th, Jul 19, ‘07  
	Th, Jul 17, ‘08
	Th, Jul 17, ‘08
	Switch A/P, TRAVEL and SPONSORED ID's to new year. 
	To ensure proper user ID access to appropriate fiscal year.
	FSO-ITS

	156. 
	Th, Jul 19, ‘07
	Th, Jul 17, ‘08
	Th, Jul 17, ‘08
	Sponsored activity from now on is for NEW YEAR ONLY.

	
	FSO-ITS

	157. 
	Th, Jul 19, ‘07
	Th, Jul 17, ‘08
	Th, Jul 17, ‘08
	After today, ALL IDB & API units may begin running pre-edit FY2009. 

	
	FSO-ITS

	158. 
	Note:
	
	Note:
	The following batch references are used specifically at year end.  Purpose and distribution of batch validations as follows:

CON: Used on LOC & NON-LOC accrual entries in old yr & related reversing entries in new year.  (Desig. Acctg)
FRS:  These batches are related to enc. liquidations/carryforwards & other year-end activities.  (System Services)
FBY: Related to year-end close jobs.  (Data Control)
AXI & AXA:  Used for Auxiliary Inv. & Aux. A/R's respectively.  (Local Acctg.)


	To track year end batch designators.
	FSO-ITS

	159. 
	F, Jul 20, ’07
	Th, Jul 17, ‘08
	F, Jul 18, ‘08
	On the day after A/P close (Thursday), send the FRSVD01P, FRSVD02P Run Request with all boxes blank except Purchasing file and the box Delete FY = YY which must be checked.
	
	FSO-ITS

	160. 
	F, Jul 20, ‘07
	F, Jul 18, ‘08
	F, Jul 18, ‘08
	FISCALYEAR 2007-08 CLOSE BEGINS AFTER 6 P.M.           SYSTEM WILL BE AVAILABLE TO USERS FROM 6 A.M.-6 P.M.
FYE08 Note:  Documented problem on FA Daily file feed of bad data resulted in a restore of backup & reprocessing the job stream.


	
	

	161. 
	F, Jul 20, ‘07   
	F, Jul 18, ‘08
	F, Jul 18, ‘08
	Reset the automatic numbering for FA & AP voucher batch references (PRE, PRZ & PRV) from FPR back to 001 on screen 310. (During the day)  
	To re-sequence batch IDs for new fiscal year.  Note: you can use both regular or new year ID to do the change.
	FSO-ITS

	162. 
	F, Jul 20, ‘07  
	F, Jul 18, ‘08
	F, Jul 18, ‘08
	Run Z-writer (non-print) to reinstate project accts. in OLD YEAR.  Run during the day and file is brought in as part of regular FA Daily.
	So June reports will incl deleted accts. RUN = FFSREINST (Batch Header info: FRS110 w/default date)
	FSO-ITS

	163. 
	M, Jul 23, ‘07
	F, Jul 18, ‘08
	F, Jul 18, ‘08
	After today switch most FSO user ID's to NEW YEAR.
	Most activity from now on will be NEW Year only.

	FSO-ITS

	164. 
	F, Jul 20, ‘07  
	F, Jul 18, ‘08
	F, Jul 18, ‘08
	All vouchers batch feeds to FA are for NEW YEAR from now on.  Also bring in Weds. nights  AP Check Feed,  AP Daily Voucher file, PSOS Daily file from Thurs and Fri., SIS Accounting Feed from Thurs. and Friday (today).


	
	Dec Support 

Accts Payable

FSO-ITS

	165. 
	F, Jul 20, ‘07  
	F, Jul 18, ‘08
	F, Jul 18, ‘08
	FBD015 PMOS = 06 *REQUIRES SPECIAL HANDL'G  Note: Do NOT use Sel = monthly, USE SEL = ALL or time/date stamp.  Run in OLD YEAR
	Special procedures to insure accurate month-end reporting 
	Prod Svcs

	166. 
	 
	F, Jul 18, ‘08
	Note:  
	All new transactions done on Friday of final close must be approved by the Assistant Comptroller (Mike Treiber) before entry into FRS.

	To make sure all transactions will feed into FRS okay, and also to make sure nothing is posting to Sponsored Projects accounts.
	Asst Contr-Acctg

	167. 
	F, Jul 20, ‘07
	F, Jul 18, ‘08
	F, Jul 18, ‘08
	Discontinue running extra FBD043 (account control totals) after tonight.

	Old year FBD043 no longer needed.
	FSO-ITS

	168. 
	F, Jul 20, ‘07
	F, Jul 18, ‘08
	S, Jul 19, ‘08
	Run ERE and ABC program against Old Year and post to FA in OLD year.  Feed into 1st Abbrev. Daily (F01FJABU).
FY06 note:  There was not an ERE file this year for old year.


	Post last OLD year ERE and ABC.
	Prod Svcs

	169. 
	F, Jul 20, ‘07
	F, Jul 18, ‘08
	S, Jul 19, ‘08
	CLEAR OLD YEAR SUSPENSE BEFORE JUNE FINALS.
	Suspense must be clear before FBY003 job runs.
	Cash Acctg

	170. 
	S, Jul 21, ‘07
	S, Jul 19, ‘08
	S, Jul 19, ‘08
	SYSTEM DOWN. All 39xx access for switched to OLD Year.
	All purchasing access s/b new year.
	FSO-ITS

	171. 
	S, Jul 21, ‘07
	S, Jul 19, ‘08
	S, Jul 19, ‘08
	Run ASC (Admin. Service Charge) jobs to create batch feed file and post to FA in OLD year.  Feed into 1st  Abbrev. Daily (F01FJABU).
	Posts June's ASC to Auxil. & Designated accts in Old year.  Note:  Reversal program file name: PRDSRV.PROD.UTIL.FRSFRVRS

	Prod Svcs/

FSO-ITS

	172. 
	
	
	Note:
	FY00 NOTE: The above ASC file came over from SPINS w/FY '01 in the batch header and, therefore, posted to wrong FY.  It was resubmitted into the 2nd Abbrev. Daily (F02FJABU) in OLD Year & reversed out of NEW Yr w/Abbrev. Daily (F10FJABU).
	Rich O. to adjust program (system date) so this does not happen next year.
	

	173. 
	S, Jul 21, ‘07
	S, Jul 19, ‘08
	S, Jul 19, ‘08
	Run FBM009 – equivalent Z-writers after mechanical entries but before encumbrance removal.  Print Duplex w/sheet breaks.  

LIST OF FBM009 – equivalent Z-writers (Prod) to be run: 

FFOJJW017 – Hard Encumbrances for Financial Report Coordinator; FFOJJW018 – Soft Encumbrances for Financial Report Coordinator.

	To capture listing of encumbrances on old year prior to carryforwards.  RUN = FFOFBM009
	FSO-ITS/

Prod Svcs

	174. 
	S, Jul 21, ‘07
	S, Jul 19, ‘08
	S, Jul 19, ‘08
	Run Special VP-Joel Valdez Z-writer reports. 
	Run = FFSFYE (PM)
	FSO-ITS

	175. 
	S, Jul 21, ‘07
	S/Su, 7/19-20 ‘08
	S/Su, 7/19-20 ‘08
	SYSTEM DOWN   Departmental snapshot is same as June final.    Copy month-end snapshot to Prior Month. (June '08)

	Provide for access to old year data
	Dec Suppt/

DB

	176. 
	S, Jul 21, ‘07
	S, Jul 19, ‘08
	S, Jul 19, ‘08
	Run 2 FBM061's (Before image-OLD & NEW YEAR.) 
Eliminated running FBM043 instead run FBM061 for GL's only, range = 000000-049999 (by using this range we include bank accts in the 61 and therefore FBM043 is not needed.) 
RUN FBY003 - Fiscal Year Closing


	To prepare for verifying FBY003. Transfers all GL accts $ into the NY & all SL accts created since FBY002 was executed.
	FSO-ITS

	177. 
	S, Jul 21, ‘07
	S, Jul 19, ‘08
	S, Jul 19, ‘08
	Run 1  FBM061 (After image-NEW YEAR.)  (GL only 000000 - 049999)

	To check the  validity of FBY003.
	Prod Svcs 

	178. 
	S, Jul 21, ‘07
	S, Jul 19, ‘08
	S, Jul 19, ‘08
	Complete verification of FBY003 using special excel spreadsheet.
	
	FSO-ITS

	179. 
	S, Jul 21, ‘07
	S, Jul 19, ‘08
	S, Jul 19, ‘08
	After FBY003, run FRSSJCAP for Sponsored Projects new year.  
	To feed back transactions to SPINS.

	Prod Svcs

	180. 
	S, Jul 21, ‘07
	S, Jul 19, ‘08
	S, Jul 19, ‘08
	Run FBY007 - GL/SL Synchronizer Program resets the GL counter tracking the number of SL accounts that are mapped to it.
	Validates certain internal accumulators to ensure that the GL & SL records are properly synchronized.
	Prod Svcs 

	181. 
	S, Jul 21, ‘07
	S, Jul 19, ‘08
	S, Jul 19, ‘08
	Run FBY006 - prior year accumulator. Prior year accumulators consist of current month, YTD & the just completed year-end figures.  (Very large report; order in quad.)
	Loads prior yr. accumulators into the 1st month of the new yr.
	Prod Svcs 

	182. 
	S, Jul 21, ‘07
	S, Jul 19, ‘08
	S, Jul 19, ‘08
	Run FBM015 - merge June w/May YTD. 
	Creates a new YTD trans. history file.
	Prod Svcs 

	183. 
	S, Jul 21, ‘07
	S, Jul 19, ‘08
	S, Jul 19, ‘08
	Run ERE and ABC program against New Year and post to FA in NEW year.  (Post to NEW Year using Abbrev. FA Daily F10FJABU)
	Post 1st ERE and ABC to NEW Year.  This Abbrev. FA Daily includes the following files:  ERE, ABC and ABR Sync (NY)

	Prod Svcs

	184. 
	Note Only:
	
	Note Only:
	FY01 NOTE:  The above NY ERE batch rejected due to Duplicate Batch Header.  Beth J. in Prod. Svcs. to modify JCL to increment batch date by one day on this job for next year to prevent this error in future years.

	
	

	185. 
	S, Jul 21, ‘07
	S, Jul 19, ‘08
	S, Jul 19, ‘08
	Run ABR Synch Z-writer (non-print) & post file to FA in the NEW YEAR.  Run in PROD against New Year database.  (Post to NEW Year using Abbrev. FA Daily F10FJABU) 
	To make sure NY ABR flags are in synch.   Run = FFSABRFYE
	FSO-ITS

	186. 
	S, Jul 21, ‘07
	S, Jul 19, ‘08
	S, Jul 19, ‘08
	Run current GASB Financial Statements – AV & AD w/ audit trail (TRAIL=PARTIAL) for OLD year.   (Note:  Old Style F.S. FBM070's: BN, CM & XG discontinued in FY05 per Duc Ma)
	Primary Financial Statements. Distribute to: Financial Report Coordinator & load into ISW eReports.
	FSO-ITS

	187. 
	S, Jul 21, ‘07
	S, Jul 19, ‘08
	S, Jul 19, ‘08
	Run Z-writer Scholarship by Fund by Wiche.  All major fund grps. Need 4 copies:  State, Desig. & Auxil. Acctg.  
	For year-end reclass of scholarships by wiche code. 
RUN = FFSADHOC4
	FSO-ITS

	188. 
	S, Jul 21, ‘07
	S, Jul 19, ‘08
	S, Jul 19, ‘08
	Run Z-writer - Indirect Cost by Source of Funding.  Distribute to Desig. Acctg.
	Special Reports 
RUN = FFSADHOC3
	FSO-ITS

	189. 
	S, Jul 21, ‘07
	S, Jul 19, ‘08
	S, Jul 19, ‘08
	Run Z-writer (nonprint) Restricted Fund Federal Grant & Contract Revenues O.C. 4210-11) as of 6/30/08 & download for ext. auditors.
	Special Reports 

RUN = FFGDOWNLD
	FSO-ITS

	190. 
	S, Jul 21, ‘07
	S, Jul 19, ‘08
	S, Jul 19, ‘08
	QUARTERLY electronic reports production.
	Special reporting for FBM090/091
	Dec Support/ 

Prod Svcs


	191. 
	M, Jul 23, ‘07
	M, Jul 21, ‘08
	M, Jul 21, ‘08
	System Available to Users by 10:00am.  Prior Month is June '08.  
FYE’08 Note:  System was down until 1:30pm after Restore for FFX items (accumulated depreciation in wrong FY (?)), backup from Sat ~4pm, needed to re-do some reports and login IDs.  

	
	

	192. 
	M, Jul 23, ‘07
	M, Jul 21, ‘08
	M, Jul 21, ‘08
	On the Monday following year-end close. 

a. To create the file of stacked documents from the Bursar's, fill out the S10BFYAP Run Request.  Be sure the instructions on the form are followed.  If you have any questions, contact the Manager. 

b. When filling out form FRSVD01P, FRSVD02P Run Requests, be sure to check Fiscal Year End Accounting Feed Files SIS.P862.BIAPFL.FISYEAR.
	A/P prepares for routine feeds from SIS. (Bursar's files)  See 1st Accts Payable task scheduled for Monday after June Close.
	Accts Payable

Prod Svcs

	193. 
	M, Jul 23, ‘07
	M, Jul 21, ‘08
	M, Jul 21, ‘08
	Run FFX year-end depreciation jobs.   The first job (FRST200U) is run twice.   First for Prior Depreciation, the second time for Current Depreciation.    The second job (FRST210U) updates FRS with accumulated depreciation for the year.
	These are non-production run requests but they are being changed to run automatically beginning in 2008.  They are run after all other year-end processing is complete.  Approx. 30 minutes run-time. The property office staff are not allowed to make changes (in the new fiscal year) until these are run successfully.  Alan Blumberg checks the results of these reports.


	Dec Support -
Hector S.

	194. 
	M, Jul 23, ‘07
	M, Jul 21, ‘08
	M, Jul 21, ‘08
	Change FY parameters on all calendar jobs (FBMxxx) to new year. 
	Ensure proper FY is reported on.
	Prod Svcs

	195. 
	M, Jul 23, ’07  


	M, Jul 21, ‘08
	M, Jul 21, ‘08

	Change FY parameters on all ‘productionized’ Z-writers to new year.  
Make sure the Daily ZWriters are updated by today.  The RUN ID’s for these are:  FFTAC2100,  FFTCAPINV, FFTNONCAP, FFTRETAIN.


	Ensure proper FY is reported on these ZWS reports.
	FSO-ITS

	196. 
	M, Jul 23, ‘07
	M, Jul 21, ‘08
	M, Jul 21, ‘08
	Audit adjustments & reclassifications to OLD YEAR may begin.

	
	Fund Acctants

	197. 
	M, Jul 23, ‘07
	M, Jul 21, ‘08
	M, Jul 21, ‘08
	Check Fiscal Year-End Administration application in ISW to make sure that the AJE batches are setup to code old year in the batch header.


	To ensure that the just the ‘AJE’ batches process to the correct (old) FY beginning today.
	FSO-IT

	198. 
	T, Jul 24, ‘07
	M, Jul 21, ‘08
	M, Jul 21, ‘08
	No FFX approvals until Property Mmgt.  goes to Screen 590 & changes the FY to NEW YEAR (‘09).
	All new year activity after this date.
	Property Mgmt/

FSO-ITS

	199. 
	M, Jul 23, ‘07
	M, Jul 21, ‘08
	M, Jul 21, ‘08
	Run Z-writer - Internal Sales Eliminations - Desig. by Wiche.
	Eliminate interdepartmental sales.  Distr. To Roger C.  

Run= FFTYRISEW

	FSO-ITS

	200. 
	T, Jul 24, ‘07
	M, Jul 21, ‘08
	
	Download SIP data to S:/ Drive for auditors when requested.
FY06 note:  re-run on 8/22/06 and put file in Auditor’s folder.
	Run Z-writer to produce non-print file and FTP to FSO Server (S:/Projects/Auditors/)
	FSO-ITS

	201. 
	T, Jul 24, ‘07
	M, Jul 21, ‘08
	T, Jul 22, ‘08
	Run FBM094 by SOF for 030000-049999 accounts.  Check with fund accountant.
	Distribute to Restricted Fund Accounting
	FSO-ITS

	202. 
	M, Jul 23, ‘07
	M, Jul 21, ‘08
	M, Jul 21, ‘08
	A/P check-write night resumes nightly starting tonight.   Do not request AP Check Feed file on FA Daily Run Request tonight (there was no AP check processing on the previous Friday night).


	Start requesting this file on daily run requests beginning the Tuesday after Final Close weekend

.
	FSO-ITS

	203. 
	M, Jul 23, ‘07
	M, Jul 21, ‘08
	M, Jul 21, ‘08
	Bring in initial PSOS encumbrance load file with FA daily after Associate Comptroller approval.

FY05 Note:  This initial PSOS encumbrance load file (TX 050) was replaced with the TERF (encumbrance reload (TX 053) process part).  No liquidation was necessary because that process happened on 07/08/05 and encumbrance batches from that point on were not included in the PSOS daily files.


	
	FSO-ITS

	204. 
	M, Jul 16, ‘07
	T, Jul 22, ‘08
	 M, Jul 21, ‘08
	FY2009 PPO batches being stacked by Cash Mgmt. can now be processed.  Disable special PPO edit.  
	All encumbrances have been carried forward.  New year processing can begin.


	Cash Mgmt

	205. 
	T, Jul 24, ‘07
	T, Jul 22, ‘08
	W, Jul 23, ‘08


	Bring in payroll exp. feed for New Year PAY1 (pay period end 7/13).  PR Fund accountant to submit request via FRS Batch Feed web application In ISW.   (FRS.FTP.POPTBIWK.FY2009)

FYE’08 Note:  FSO-ITS did not change Payroll JEs FY2009 batch header on Tuesday, resulting in Payroll Journal Entries rejected.  Re-done with TERF and the Tuesday (7/22) Encumbrance Load on Wed 7/23/08.

	Post payroll expenses to NY for 2nd half of split payroll in FRS
	FSO-ITS

	206. 
	T, Jul 24, ‘07
	T, Jul 22, ‘08
	 Not needed
	Bring in payroll exp. feed for PAY2 (pay period end 7/16).  PR Fund accountant to submit request via FRS Batch Feed web application In ISW.  (FRS.FTP.POPTBIWK)


	Post payroll expenses to NY for Pay 2 in FRS
	FSO-ITS

	207. 
	T, Jul 24, ‘07
	T, Jul 22, ‘08
	 T, Jul 22, ‘08


	PSOS Analyst creates the TERF reload file to be used in the Weds. TERF process.

FY08: Not needed.  This is handled by running the TERF process below.


	
	CCIT-PSOS

	208. 
	W, Jul 25, ‘07
	T, Jul 22, ‘08
	 W, Jul 23, ‘08


	Run TERF process.  These TERF files must be fed into FRS (FA Daily) after the Payroll expense feed file.
	To synchronize the PSOS encumbrances with the FRS Personal Services encumbrances.
	FSO-ITS

	209. 
	W, Jul 25, ‘07

Th, Aug 2, ‘07


	W, Jul 23, ‘08

Th, Jul 31, ‘08
	Th, Jul 24, ‘08
F, Jul 25, ‘08 
	Run USE TAX LIQUIDATION ADJUSTMENT report.  FRSP.PROD.USETAX.FYxx, batch ref. PUR050, TX056. (Vouchers processed for June business that are coded for Use Tax (UT) feed to June OLD year.  If check is cut between 7/1 & June close (thru A/P close) date the UT will feed to new year.  Encumbrance has not yet rolled over from old year.  When enc. rolls over, UT exp. has already posted & did not liquidate so enc. bal. is incorrect.  This identifies trans. & creates adj. enc. entry to the prog. enc. record in new year. (Run after enc. rollover but post before July close.)
Feed corresponding Use Tax batch feed file into FA Daily


	Adjust encumbrances for use tax already expensed in new year. PACS must review this before it is fed into FRS.
	PACS/
FSO-ITS

	210. 
	M, Jul 30, ‘07
	W, Jul 23, ‘08
	Th, Jul 24, ‘08
	Reverse special Sponsored Projects A/R Letter of Credit & non-LOC accruals in July.  Feed the two files (3 & 4) that were created on Sponsored Projects Close.  These files post to NY.  

	Reversal of 6/30 accruals. See July 21st.  CON613 070101  NY CON614 070101  NY
	FSO-ITS

	211. 
	T, Jul 24, ‘07
	W, Jul 23, ‘08
	W, Jul 23, ‘08
	Run Out of Period Payables report in UIS each check write.  Start from Monday after final close until 8/31/0x. 

	To provide listing of potential O.O.P. payables for auditors.      
	Accts Payable/ FSO-ITS

	212. 
	Th, Aug 2, ‘07
	W, Jul 23, ‘08
	Th, Jul 31, ‘08
	Make adjustments to ASC programs to reflect NY rates before July Close.  Notify and coordinate w/ Rich Oldaker,  ORCA of new rates.
Note :  There will be a rate increase for ASC effective July 1, 2008 (FY’09) per email from President Shelton to All Classified Staff on 6/2/08 – see HD#40642 for more details.
Note FY ‘06:  Rates increased to 6.5%  This was done after July close because Rich O. was on vacation…as a result, July’s ASC did not get posted until August.   We need to make sure we coordinate this before Sponsored Close in the future.

Note FY ‘05:  No overall rates change for FY05.

	Work on when new rates are available.   Rates have to be updated in SPINS.
	FSO-ITS/ ORCA

	213. 
	W, Jul 25, ‘07
	Th, Jul 24, ‘08
	 Th, Jul 24, ‘08
	Remove start/end dates from existing FPR documents. 
	Clean up purchasing documents. Run request to be submitted is FRSPYDAU.
	PACS

	214. 
	M, Aug  6, ‘07
	F, Aug 1, ‘08
	 
	After today switch PRIOR MONTH ID's to new year 2009.
	All users accessing strictly New Year.
	FSO-ITS

	215. 
	Th, Jul 26, ‘07

Th, Jul 26, ‘07


	F, Aug 1, ‘08
	Tu, Jul 29, ‘08

	CLOSE JULY 2007 - SPECIAL TASKS: Submit FBM015 Option = INIT (Option = INIT on FBM015 ONLY, not  on FBM050)
Request FBM016 instead of FBM004 to delete July transactions from database.  Use either transactions read from x-y as sheet that this item must run last for month end. 
Change FY IND (indicator) to new year on FBX010's with a fiscal year parameter.


	Initialize 1st month of new year.
	FSO-ITS /

Dec Support/ 

Prod Svcs

	216. 
	T, Jul 24, ‘07
	After June Close
	Th, Jul 31, ‘08
	Coordinate with UITS UIS to create the new year’s ZZ_FY_XX_Transaction table in UIS where XX is the new fiscal year.


	To place all FYXX transactions in one UIS table for queries
	FSO-ITS/

UITS – UIS

	217. 
	F, Aug 24, ‘07
	M, Aug 4, ‘08
	 
	Run Z-writer (non-print) July's check register & download the file to the Auditor folder on the S:\ drive.


	For external auditor's use.
	FSO-ITS

	218. 
	F, Aug 17, ‘07
	M, Aug 4, ‘08
	
	Run FBM070's for KUAT audit. (FBM070CE, CJ, CC)
	Distribute to KUAT Financial Report Coordinator.

	FSO-ITS

	219. 
	F, Aug 24, ‘07
	M, Aug 4, ‘08
	
	Run reports for Auditors as requested per memos.
	Check w/Financial Report Coordinator.

	FSO-ITS

	220. 
	F, Aug 31, ‘07
	F, Sep 5, ‘08
	 
	CLOSE AUGUST 2008   RUN FBM016, NOT FBM004    

FRS SYSTEM UNAVAILABLE ALL WEEKEND DUE TO CLOSE

	Cannot yet delete June transactions.
	

	221. 
	M, Sep 3, ‘07
	M, Sep 1, ‘08
	 
	LABOR DAY HOLIDAY - no processing 
	
	

	222. 
	F, Sep 14, ‘07
	W, Sep 3, ‘08
	 
	Run Z-writer (non-print) August's check register & download file.

	For external auditor's use.
	FSO-ITS

	223. 
	F, Oct 5, ‘07
	F, Oct  3, ‘08
	 
	CLOSE SEPTEMBER 2007    RUN FBM016, NOT FBM004

	
	

	224. 
	S, Oct 6, ‘07
	S, Oct 4, ‘08
	 
	FRS SYSTEM UNAVAILABLE ALL WEEKEND DUE TO CLOSE

	
	

	225. 
	F, Nov 2, ‘07
	F, Oct 31, ‘08
	 
	CLOSE OCTOBER 2007    RUN FBM016, NOT FBM004

	Continue running FBM016 each month-end until month Final Year-end FLAST jobs are run.


	 

	226. 
	
	Note:
	
	If the FLAST… jobs are not going to run before November month-end close then the FBM016 must continue to run instead of the FBM004 for November Close.


	
	FSO-ITS

	227. 
	T, Nov 28, ‘07
	M, Nov 24, ‘08
	 
	Run FBM015 - merge transactions entered since June departmental final to YTD tape. 
Run FLASTMEP – Creates Year-end Extract file 
Run FLASTMHP-Merges Year-end Extract file with YTD data  (merges last batch of trans. (audit)  to YTD tape)

Run FBM050 - monthly merge report history

	
	Dec Suprt/

FSO-ITS

	228. 
	
	
	
	****UPON REQUEST THIS SEQUENCE MUST BE FOLLOWED****

	
	

	229. 
	
	
	
	Post-interdepartmental eliminations.
	
	Asst Controller

	230. 
	W, Nov 28, ‘07
	
	
	Run final GASB financial statement FBM070 reports:  FBM070AV (SNA) and FBM070AD (SRECNA) with audit trail (1 hard copy) for permanent report files.


	Final (After Audit) reports located in ISW eReports FSO – Financial Mgmt folder.
	FSO-ITS

	231. 
	W, Nov 28, ‘07
	
	
	Run AJE Z-writer.  Verify report parameters with Financial Report Coordinator first.

	
	FSO-ITS

	232. 
	
	
	
	Verify accuracy of final Financial Statements.

	
	Fund Accts

	233. 
	
	
	
	Run FBM095's by Wiche code for Major Fund Groups.
	
	FSO-ITS

	234. 
	W, Nov 28, ‘07
	
	
	Run FBM094 & FBM095 by Major Fund.

	
	FSO-ITS

	235. 
	W, Nov 28, ‘07
	
	
	Run FBM094 & FBM095 by Minor Fund.

	
	FSO-ITS

	236. 
	T, Jan 22, ‘08
	
	
	Run final FBM094 by Account Control & FBM095 by Object Code (after Audit) as an eReport only.  Coordinate with Computing Systems to setup in the Information Services Web. 

	
	FSO-ITS

	237. 
	W, Nov 28, ‘07
	
	
	Take AUDIT snapshot.   It includes audit reclassifications audit adjustments & interdepartmental eliminations.
Run CITOY53P – Snapshot of IDMS Data Sets


	This snapshot supports the published audited financial statements.
	Dec Support

	238. 
	
	
	
	Download audit snapshot to SPINS.  
	
	

	239. 
	
	Note:
	
	FY08 PROD to stay available in FRS until approx. mid-May 2009.


	
	

	240. 
	
	
	
	Run the following as requested by fund accountants:

IPEDS reports
YTD Transfer Schedule Z-writer for Auxiliary & Designated Acctg sections (old YR 07/08)
Budget Shells FBM095's by Program Code for subsequent verification of Budget Office report numbers.

	
	FSO-ITS

	241. 
	
	
	
	THE END.
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