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Fiscal Year End 2010/2011

A LOOK BACK

Tools Available to Users

* Dazel — Every Saturday Reports are generated out
of the system. During YE, Old Year and New Year
reports are also posted to Dazel

* The Outstanding Encumbrance Report — This
shows “ALL” remaining PO encumbrances for all
the business units, with or without activity

* The Outstanding Pre-Encumbrance Report — This
report shows “ALL” remaining REQ
encumbrances, with or without activity
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Purchasing Reports
» QOutstanding Encumbrances Repor
[Source: reports, 16 Jul 2011 $:05 PM ]

» Qutstanding Pre-Encumbrance
[Source: repotts. 16 Jul 2011 7:3

» Qutstanding Encumbrances Repor
[Source: reports, 16 Jul 2011 7:38 PM ]

» Qutstanding Pre-Encumbrance
[Source: reports, 16 Jul 2011 7:32 PM ]
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Shows PO lines; Amount — Vouchers
= Remaining Amount per line

Pecplesoft
REMAINING ENCUMBRANCES REFORT

Page No. 1
Run Date 04/26/2009
Run Time 02:46:45

Iv RP BP P HEU 0 ID Line  sSchedulspistrib PO Ameunt Posted Vouchsrs  Remaining ameunt
v n ACARC ACAD000818 1 1 2z $3,916.48 $0.00 $3,916.48
v n ACARC ACADOCOB24 1 1 z $63.00 $0.00 $63.00
w n ACARC ACROO00BSY9 2 : ¥ 1 $250.00 $0.00 $250.00
" M ACARC ACRO0008SS a 1 1 $e5.00 80.00 $65.00
¥ v N ACARC ACRIO0COBSD 1 1 1 $24,000.00 $15,360.66 $8,533.24
Y % M ACARC ACRO000864 1 1 1 §200,000.00 $38,122.63 $161,877.37
¥ W N ACARC ACRO000BSS 1 1 1 $59,000.00 $2,723.03 $47,276.27
¥ v N ACARC ACRO000ST2 1 3 z $24,500.00 $11,042.52 $13,450.48
¥ % W ACARC ACAO000920 1 1 1 $24,800.00 $19,900.00 $4,900.00
" w acamc foAcoooszz 1 1 1 | $2,360.64 $0.00 $2,360.64
w n ACARC RCAO000927 2 1 1 $671.00 $0.00 $671.00
® W ACARC RCR0000927 3 2 1 $122.00 $0.00 $122.00
w n ACARC RCRO000927 4 1 1 $798.00 $0.00 $798.00
" W ACRRC s 1 1 $s82.00 $0.00 $s62.00
w N ACARC ACADO0OS28 1 1 1 §510.00 $0.00 $510.00
v N ACARC ACR0000932 1 1 1 $1,134.00 80.00 $1,134.00
v n ACARC ACARO000932 2 1 1 $103.50 $0.00 $103.50
v M ACARC ACR0000932 3 1 1 $11.50 $0.00 $11.50
" MW ACARC  ACR2000837 1 1 1 $465.00 $0.00 $466.00
W W RCARC ACAD000938 1 1 1 $310.00 $0.00 $210.00
v N ACARC ACAD000943 1 i 1 $4,824.00 $0.00 $4,884.00
v W ACARC ACRQ000943 2 1 1 $47.25 $0.00 $47.25
v n ACARC ACRD000942 3 1 1 $40.70 $0.00 $40.70
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Keep track of your money.
Pre-Encumbrances also affect your
Budget

Commitment Control Budget Details I
iness Unit  Ledger Group Aci

E Department Budget Pe
VCO ORG 425020 81000 8130010000 2010

Pre-Encumbrance:

| Uso I Budgets

Associate Revenue:

0.004 USD
Without Tolerance: UsD  Percent: Forecasts
‘With Tolerance: usD Percent:
Budget Exceptions
Exception Errors: 0 Exception Warnings: 3 Budget Exceptions

Ledger Amounts

Budget: usb Aftributes Display Chart
Expense: )

Parent/ Children
Encumbrance: usD Wax Rows

County of Riverside

Report ID: RVRPOASS1 REMAINING PRE-ENCUMBRANCES RPT

Page No. 1
Run Date 12/05/2008
Run Time 19:13:33

pOSBE PH BU REQ ID Line  ScheduleDistrib REQ Amount 20 Amount Remaining Amount
W ACARC 0000000041 1 1 1 45,500.44 50.00 $5,500.44
45,500.44

Il Commitment Control Budget Details |

edger Group Account Fu Depal nt Budget Pe
APPROP 420000 91000 9130010000 2010

Budget:

2032046008 USD  piinites Display Chart
Expense: 858,256 98 & USD
Farent/ Children  max R
Encumbrance: BIONFUSD axRows
sociate ets
| Pre-Encumbrance: 5500447 USD| -
Associate Revenue: 0.00 7 usD

Available Budget

i

Without Tolerance: 1,144,948 2:

UsD  Percent (56.34%).2 Forecasts

With Tolerance: 114494828 % USD Percent: (56.34%) 2
Budget Exceptions

Exception Errors: &  Exception Warnings: 0 Budget Exceptions

i ]

100
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To narrow down your search, click on the “Display open pre-encumbrances only” box

Activity Log

Ledger: _APPROP PR
Display open pre-encuml brances only 7]
|Budget Activity Lines

9130010000 2010 2010 L] §500 44 USD 550044 USD

0K

Monetary
Wt Statistic Amount
(@ 0004767601 1200272009 1N 420000 1000

000

Check requisition statuses; are they pending Approval? Was a purchase order created? Was there

a problem with Sourcing (to a PO)?

[Requismon Line Drill Down I

Transaction Line Identifiers

Business Unit:  ACARC Requisition ID: 00000000415

Line Number: 1
Schedule: 1 Distribution Line: 1

Budget Date: 12/02/2009

Line Amount: 5.500.44 uso
Quantity: 1.0000
, o]

Transaction Line Details

Account Department Project PC Business Unit  Activity Source Type Fund Code
525020 1300100000 AC00000000 RIVCO ACO00 ACO000 10000

RECONCILIATION

*WORK ON RECONCILIATION OF
REQUISITIONS WITH YOUR BUYER
OR THE REQUISITION PROCESSORS
*WORK ON RECONCILIATION OF
PURCHASE ORDERS WITH

ACCOUNTS PAYABLE AND RECEIVING
PROCESSORS
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Misperceptions — True and False

* The nightly batch takes care of all my
open/ pending records

—FALSE — Users must take due diligence
and ensure that their transactions are
completing and posting

My PO’s and REQ’s are being reconciled/
closed in the nightly batch cycle

FALSE — The only processes running are PO
Close and PO Budget Check each Saturday.
If all the system required checks have not
been met, users must reconcile their own
documents using the reconciliation
workbench
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The system will take care of it during year
end or any other time of the year

FALSE - Users should routinely maintain and
clean-up their transactions on a monthly
basis or as often as time and workload
permits

What else is there we should look out for?

A%June 2011 - ACO Year End Closing Schedule
5

Sund: Monday | Tuesday We Thursday Friday  Saturday
i — (BT z s
imventoces jaota o
5 6 ~wyrmumsoons |7 -CAStte Bctons |8 9 10 cac aido closea| 11
inans Do et St i .
Bedort Er=———

(FE (L peer—— T J—— 16w sowins g2 [17 - CAC Bog cioned| 18
Open PO Module for FY rown smsvong @ 0055
e s o aner s o s ooy st tpemmicpt [0
[naving Py "
|ontrat s chargee pachucing postage) rougn June 150 -
18 |20 71 [22 — 25
3 . ucher on |4y i1 re
Estimated Revenus & for FY 2011 1o ACO by EOD
Ecpente Changes due ‘[ 7 C
03 lioAc0byEOD ) ,' camces,
e wanans
[0 Soecial st budgees DWU ‘k i
m‘ due to ACO. o Umm(j-mmmmnmim
-y ! |wib ats0 Rave 10 be
” DPSS (DPARC), Fire
2 (FPARC) 8 Hospital

[}l RcRci tegin |y v 2011
! B nvercory Froceses | e 2012

by EOD. 1 you want
deieted

|Last day o enter, budget chack PO for FY 2011

|29

Last cash depost must be received by T7TC by 3:00 pm

Fun Asset Certfication Guery: RVAM_CA?_ASSET_PHY_INY
R cut of FRPS Exmneanment)

Look at the Year End Closing Schedule; understand the calendar;
read the RIVCO Year End Manual; ask questions and clarify any
concerns before deadlines occur.
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Reserve for Encumbrance & PO Roll are two separate
processes

*PO’s that “roll” may not show up on the Reserve for
Encumbrance (e.g. less than 55,000).

*PQO’s that show up on the Reserve for Encumbrance
may not roll (e.qg. partial activity)

*The PO Roll criteria is set by County of Riverside
Purchasing Department

*The PO’s excluded criteria is set by County of Riverside
OASIS, PS system functionality, & County Purchasing
*The Reserve for Encumbrance criteria is set by County
of Riverside Auditor Controller’s Office

Here’s an example:

Example 1: PO MCA0159959 is on the Reserve for Encumbrance Report; but since it has had
some Receiving Activity (partial) it will not Rell.

PO MCAD160160 is on the Reserve for Encumbrance; it has no activity
(no Receivers, no Vouchers); if it meets the other criteria, this PO
could Roll

CARC  MCAD159959 0 $11,761.13 $223.20 §0.00 $11,537.93
MCARC MCAO160160 o $11,645.90 $0.00 $0.00 $11,645.90
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The Riverside County YEAR-END MANUAL For Fiscal Year Ending
June 30, 2011 Chapter 6 Encumbrances (Governmental Funds)
states:

*Qutstanding contracts and purchase orders in the
amount of $5,000 or more will be subject to reserve. It is
not allowed to combine multiple purchase orders and
contracts as part of

+$5,000 guideline. If the individual commitment does not
reach the $5,000 limit, it should not be included in the
Encumbrance request to the Board of Supervisors.

*A look at the RVPOAG621 Reserve for Encumbrance

Report

EXAMPLE

Notice all the
PO's are over
$5,000

Notice some PO's have
expenses applied




PO Roll criteria looks at:

*The PO must be $1,000 or greater

*The PO Date (usually greater than 1-March & less than 1-July)
*The PO Types exclude Blanket PO’s

*The PO must have a Status of Dispatched or Pending Approval
*Any PO with a Distribution/Liquidation conflict will not roll

*Any PO with Partial Receiving will not roll.

*Any PO with Partial Vouchering will not roll.

*Any PO with a expired Contract will not roll (e.g. expires June 30,
2011)

*Any previously rolled PO will not roll again.

*Any new FY PO (e.g. 07/01/2011 or greater [accounting date])
will not roll

New this FYE, per the County of Riverside Year-End Manual
FY2010-2011 any outstanding requisitions and purchase
orders needed to be reported to the CEO along with your
schedule:

Departments must analyze and determine which requisitions (REQ) and
purchase orders (PO) have already been fulfilled and which are still
outstanding. If they are not needed or fulfilled with budget still being tied
up, please make sure to clear them out of the system to free up department
budget. Pre-Encumbrance and Encumbrance Documentation for Schedule
K and K-1

Once the pre-encumbrances and encumbrances are cleared up as much as
possible, proceed with the following steps as a supplement to Schedule K
and K-1:

1. Create a spreadsheet of all the remaining REQs and POs that are valid.
2. Print the spreadsheet and attach it to the RVPOA551 and RVPOA591.
3. Have the department head certify this list with a signature and date.

4. Submit the package to your management analyst at the County Executive
Office by Thursday, July 14, 2011.
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What else can we do?

»Teamwork within the AP, PO, REQ, RECEIVING & FISCAL staff
is critical on a day to day basis, not just at Year End

»The County as a whole, and all of us personally are
experiencing economic challenges. A budget crisis means
that every penny counts and we all must do our level best to
ensure each transaction is properly processed, paid, posted,
reconciled and closed or canceled, we owe that to the
taxpayers and each other as a whole.

»Since PS is such an integrated system, we must unite our
efforts, regardless of roles, in a more collaborated effort to
get past these challenging times successfully and fully utilize
the funding dollars available.

Questions?

THANKYOU
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