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FMS YEAR END



FMS FISCAL YEAR CHECKLIST
PRIOR YEAR

 Print a Purchase Order Status Report
 Close PO’s that are paid 
 Post Invoices received as of 6/30 
 Write Checks 6/30
 Enter and post invoices received after 7/1 with a material impact
 Print Schedule of Checks to be Written to be used to carryover invoices 

and balance to liability account
 Print Purchase Order Status Report
 Close PO’s you do not want to carryover to new year
 Print Purchase Order Status Report
 Print Outstanding Encumbrance Report
 Print Aged Open Invoice Report after invoices have been carried over to 

new year



GETTING READY - FOLLOWING STEPS 
PERFORMED IN CURRENT OR OLD YEAR





















FMS FISCAL YEAR CHECKLIST

NEW YEAR

 Run the Cross Reference File Builder
 Mass Add Accounts (optional)
 Mass Change Accounts (optional)
 Review Invoice Batch Edit Options
 Add new accounts or update budget
 Review Document ID’s
 Carry Forward PO’s
 Carry Forward Invoices 
 Carry Forward Balance Sheet Balance (optional)
 Do a change on your FMS Client Member



FMS CHECKLIST
ALL STEPS PERFORMED IN NEW YEAR
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