
Fiscal Year End Close 2011

Office of the Controller



ACCOUNTS PAYABLE

Advances and Petty Cash

 August 22  Advance reconciliations for FY11 must 

reach Accounts Payable by 5:00 p.m.

 August 22  Petty Cash reimbursements must reach 

the Bursar’s Office by 3:30 p.m.



ACCOUNTS PAYABLE

Invoices

• August 31  Goods and services received by this 

date will be charged as FY11 expenses

• September 1–16  Invoices for goods and services 

received in FY 11 for which there is no PO can be 

paid using Online Vouchers

• September 14 is the last day for FY 11 invoices to 

reach AP to guarantee payment in FY 11 



ACCOUNTS PAYABLE

Expense Reports

• September 1-16  Users will be able to use FY 11 

dates when processing FY11 Expense Reports 



Click ‘Save for Later’ 

to change Accounting 

Date



Accounting Date field is 

available for editing.

Budget Check after Accounting 

Date is correct.  The  Accounting 

Date field will be grayed out and 

can only be changed if the “Send 

Back” functionality is employed



ACCOUNTS PAYABLE

Expense Reports

• Expense Reports charged to the wrong FY will be 

denied

• Will need to create new Expense Reports with 

correct dates

• September 14 is the last day for Expense Report 

documentation to reach AP to guarantee payment 

in FY11



ACCOUNTS PAYABLE

Expense Reports

 September 16  All pending Expense Reports 

for which AP does not have documentation 

will be sent back for resubmission in FY 12

 September 16 Expense Reports not yet 

submitted into workflow will be deleted

 September 16 FY 11 Expense Reports 

created with FY 12 transactions will be sent 

back for resubmission in FY 12



ACCOUNTS PAYABLE

Travel Authorizations

 September 19  All fully-approved FY 11 Travel 

Authorizations will be rolled into FY 12

 All others will be deleted



ACCOUNTS PAYABLE

Online Vouchers

• September 1-16  Users will be able to use FY 11 

dates when processing FY11 Online Vouchers



Accounting Date field is 

available for editing while 

two fiscal years are open

Once Budget Check has 

been completed, the  

Accounting Date field will 

be grayed out and can 

only be changed if the 

“Send Back” functionality 

is employed



ACCOUNTS PAYABLE

Online Vouchers

• Online Vouchers charged to the wrong FY will be denied

• Will need to create new Online Vouchers with correct dates

• September 14  Last day to submit  fully-approved FY 11 

Online Vouchers to guarantee payment

• September 16  FY 11 Online Vouchers that cannot be 

approved will be denied and deleted

• September 16  All FY 11 Online Vouchers with Denied, 

Pending or In Workflow status will be deleted.  They will 

have to be re-entered as FY 12 vouchers


