B Run Court Month End and Year End Closing

Pre-Closing Instructions
I

Summary

Stepl: ReceliPTING M ONTH END SHOUL D BE COMPLETED BEFORE BEGINNING THE GENERAL
L epcER FiscaL YEAR END CLose. RecEIPTING MONTH END 1S FOUND IN CASE
M ANAGEMENT UNDER G/L, opTiON 'E. MONTH END'. THISPROCESSHAS4 STEPS

TOBE COMPLETED: %
Ll
1. PrinT MonTH END REPORTS Dlﬁ
2.  Rcpr History & Trans EpiT Rer 5
3.  Purce MonTHLY Rcpt, TrRANS, DkT CNT >
4. Bavrance Docker TriAL BaL FiLE
~
DoNOT compPLETE THEREGULAR GENERAL L EDGER M ONTH END PROCEDURE THAT 8
HASONLY 4 sTeEPs. THE FiscaL YEAR EnD CLose THAT YOUWILL compLETE HAS [N

12 sTEPS. PLEASE FOLLOW THE REMAINING STEPSTO COMPLETE THE GENERAL
L epcer FiscaL YEAR END CLOSE.

Before you start thefiscal year close, read the following material to make sure you're ready to begin.

Step 2: Checksupplies
Before starting the close, be sure that you have plenty of supplies (paper, extra magnetic tapes or diskettes and
printer ribbons). Also, if you are printing receipts and/or checks, thiswould be a good time to inventory
guantities on hand and place an order if needed.

Step 3: Close P.O. File
From the main menu, select 'L GDPC Use' or 'Other' and 'Run Program Stand Alone'. When it asksyou for the
program name, enter: PRS973 and press <enter>. At the prompt for the PO File Flag, enter '1' and answer 'yes to
"IsThis Screen Correct?'. Press ESC when you are prompted by "Enter Program Name:".

Step 4: Make a backup of files

Before continuing, do a'DAILY" backup of your files. Label the diskette or magnetic tapeas"Y ear-End Backup
2007-2008, Do Not Destroy”. Placethisbackup in asafe place.

Step 5: Closefiles

Y ou are now ready to close the month and year in the Accounting System. Refer tothe Y ear End Closing
Instructions.
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B Run Court Year End Closing

Year End Closing Instructions

Summary

Make sure you have read the section titled 'Pre-Closing Instructions' carefully.

NOTE: Do NOT Do THE REGULAR GENERAL LEDGER MONTH-END PROCEDURE. PLEASE CLEAR OUT BALANCES IN AS
MANY ACCOUNTS AS POSSIBLE BEFORE BEGINNING. T HIS CAN BE ACCOMPLISHED BY WRITING OUT ALL CHECKS.

Step 1: Starting the Close

FlexGen Users: Select 'General Ledger' from the Case Management Menu and then 'GL Month End' and 'Fiscal
Yr End'.

The system will display the closing options. Perform them in order, except where indicated. Thisis not your
normal Month End screen. The system knows that it is the end of the fiscal year. If you do see your normal
Month End screen, call LGDPC before proceeding.

(/]H:HH swmmes JE: [0 0000 ssesea | G [ F . sswses QhAQ5AQ0 snnnns [[: IEE!];\\
L-FAST Accounting Systen
Fizeal Year-Ead Elulu
Fron Thiz Foint On, The System Will Take Tan Theo Ench
Step 0F The Fiscal Year End Clasing. T Fay Step Bt Buy
Step And Start Again At A Laver Time
Sraces
|, eeemdsEsssEE s E e e E AR A AR AR AR AR CORAPLETED
) E_ LA L LR LR R R R R RRERERRRRRRRRRRRERRRRNND] [:[InFLE]E[I
Fiscal 1. Run Edit Against Cantral Acconats seesmsans
Year-End Ao A AR R AR AR CONPLETED
Closing 5. Mun Honthly G/l Baparts SLEREEELY
h. Year End Fee Bepart LLEETIL
T, Close The Bevenue & Expeaditure Accamats — sesceeces
A, ¥-T-0 Audit Summaries ETET T Y
9, Trint Year-End Jowrmals LEELEELL
18, Frint Year-End Account Analysis LLCETETD
11, Create Audit Diskette LIELITTD
12, Create Hew ¥-T-1 & 8-T-F Files  sssesssss
99, Exit From Thiz Mznu
lptian?
. J

Process these optionsin the order they appear, following the instructions given and displayed on the screen.

Y ou may split the close options between different days, but you will need to complete each option before
exiting the system. You also need to make sure that no one else attempts to process any packets until the
closeis completed.

*** |f you have not read the Pre-Closing I nstructions, stop and do so at thistime. If you do not have this, call
LGDPC to get another copy.



B Run Year End Closing for Courts

Step 2: Starting the Close (continued)
Make a Journal Entry for any amounts |eft in 29910.
Make a packet containing a JE to adjust account number 29910 to a zero balance with the offsetting entry to account
number 29900. Date these entries for June. It isimperative to clear this account before closing the year end. Process

the packet as usual.

Before choosing Option 1:  Print a Balance Shest.
Make sure your account balances are correct.

Option 1. (This step is not used) s
Option 2. (This step is not used) LIZ.I
]
Option 3. Run Edit Against Control Accounts SE
[EE]
As each of the three stepsin this option completes, a report will be printed to show if al of the >
control accounts are in balance or if errors were encountered during the edit. If you receive a
report with errors, call LGDPC. Thisoption will take some timeto run depending on the size of =
your year-to-datefile. %
: _ _ O
Option 4. (This step is not used) @)
Option 5. Run Monthly G/L Reports
Option 6. Year End Fee Report

Thiswill print a Revenue, Disbursement and Balance Report
Option 7. Close The Revenue & Expenditure Accounts
This option will remove all figures from the Statement of Revenue and Expenditure Reports.
Option 8. Y-T-D Audit Summaries
This option prints aone page report. (Thiswill take quite awhileto run.)
Option 9. Print Year-End Journals
This option prints year-to-date transactions by type for all journal entries, budget entries, and control
entries. Y ou may wish to print these reports on 2-part paper so you will have one copy for the auditors
and one to keep.
Option 10. Print Year-End Account Analysis
This option prints al of the year-to-date activity by account number. Thisreport is usually printed on

1-part paper. Itisextremely long and will print for quite awhile. You will want to start thisreport in
the morning hours.
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B Run Year End Closing for Courts

Step 2: Starting the Close (continued)
Option 11. Create Audit Diskette
This option creates a audit file. You will not need a diskette for this step. If the audit division requests
adiskette, you can make one later. If you get a'login' prompt when the machine is turned on, answer
'No' to the question, "Are you using a DOS machine?'. If you get a'C:' prompt, you can answer 'Yes.
To the next question, answer 'DD' or 'HD' since you are not using a diskette.
Option 12. CreateNew Y-T-D & M-T-D Files
This option moves al the ending fiscal year balances to the beginning balances for the new fiscal year.
Option 99. Exit From ThisMenu
This option will exit you to the main menu.
Step 3: Print a Trial Balance
Be sure that the beginning fiscal year balances are the same as the ending balances on June 30th. Also, YTD
debitsand YTD credits should be zero.
Step 4: Check MTD Transactions
From the Scroll/Reporting menu, choose 'B - MTD Transactions. Either Print or Scroll thisreport. If the close
completed successfully, then no transactions will appear.
Step 5: Check YTD Transactions
From the Scroll/Reporting menu, choose 'C - YTD Transactions. Either Print or Scroll this report. If the close
completed successfully, then no transactions will appear.
Step 6: Make backup of files

After finishing theclose, do a'DAILY " backup of your files. Label thetape"Beginning Fiscal Y ear 2008 - Do Not
Destroy". Place this backup in a safe place.



