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Financials Transaction Clean Up
AP/PO
For Fiscal Year 2005
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All financial transactions must be resolved by the established cut-off dates.  A department can resolve some transactions on their own.  Other transactions need to be resolved with Auditor-Controller, Purchasing or OASIS assistance.  Process to completion or remove from the financial system all Fiscal Year (FY) 2004 transactions by the established cut-off dates.  

Why Must Transactions Be Resolved?
· Budget.  Open Requisitions or Purchase Orders encumber appropriations and when not relieved impact appropriations from being available.  
· Requisition lines not sourced to a PO by June 29th will not be available for use in FY 2005.  

· PO Roll Over.  Unresolved transactions can impact Purchase Order Rollover processing.  

· For a Purchase Order line to roll to a new fiscal year it must be dispatched and posted and cannot have a PO Receiver associated to the line (if a PO receiver is in the system, it is assumed that the voucher will be paid in the current year prior to July 20th).   

· A Purchase Order that is three-way match and has a voucher posted to it, but no PO Receiver, will not roll forward.  

· A PO line with a distribution method mismatch between a PO and Voucher will roll forward and be encumbered against FY 2005 budget even though it was paid from FY 2004 budget.  (e.g. The full quantity will roll forward when a PO line distributed by quantity has a voucher distributed by amount.)  To prevent Purchase Orders from rolling forward, ensure distribution methods match.  

· If PO does not roll forward on July 3rd and goods were received after June 30th and the payment must be made in July, contact Mark Seiler in the Purchasing Department and request an emergency PO roll.  

· If the accounting distribution for a PO is changing from FY 2004 to FY 2005, please notify the General Ledger Team at OASIS as soon as possible.  If OASIS is unaware of an accounting distribution change, impacted POs rolling forward will fail budget check and will not be available for processing in FY 2005.

· No later than July 2nd, all PO Types must be correct or they may be incorrectly handled in the PO Roll Over process (e.g. A supply services PO cannot be any other Type but ‘Supply’).

· Review Blanket Purchase Orders and ensure that those that need to be copied into FY 2005 are marked as ‘RBLG’ and ‘RBLS’.

· Junk Data.  Transactions not cleared from the system take up disk space, show up on some reports and queries, and can ultimately affect system performance.  
· Purchase Orders rolled forward from FY 2003 and not used in FY 2004 will be deleted.  Please contact the Purchasing Department for clarification on exception items. 
Create a Transaction Clean Up Strategy
· Establish a departmental plan to clean up transactions.  Transaction flow has a specific order of processing through the system.  Removing a transaction from the system requires going through the steps in reverse order (e.g. all issues with a Voucher must be completed prior to resolving an issue with a Purchase Order).

· Use KPI Maintenance queries to identify open transaction. 

· Transaction clean up order

· Vouchers must be budget checked, posted, department approved and ACO approved.  (KPI Maintenance queries #7, #8, #9, #11 and #12).

· PO Receivers must be fully received. (KPI Maintenance query #9 and #14)

· Purchase Orders must be budget checked, approved, dispatched and posted. (KPI Maintenance queries #2, #4, #6, and #14)

· Requisitions must be budget checked, chartfield approved, amount approved and posted.  (KPI Maintenance queries #1, #3, #4, #5 and #13)

When Must Financial Transactions be Cleaned Up?

Please refer to the Auditor-Controller’s Year End Closing Calendar.  

Also refer to the OASIS Transaction Clean Up Matrix.  

Providing You with Assistance
Providing you with assistance to resolve your transactions before the cut-off deadlines is important.

	Issue
	Contact Method
	Contact

	Budget Check Errors

	E-Mail 

	ACOBudgets@co.riverside.ca.us


	Other Budget Concerns 
	Telephone or E-Mail
	Your Executive Office Budget Analyst


	Unresolved Purchasing

Transactions

	Telephone or E-Mail


	Purchasing Department



	Other Unresolved

System Transactions
	Submit a Trouble Ticket 

With an Excel Spreadsheet of Problematic Transactions Attached   


	Use OASIS Web Site

Or

IT Help Desk (951 955-9900)



	Year End Accounting Issues
	E-Mail
	ACOYearend@co.riverside.ca.us
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