
FISCAL YEAR END FOR PAYROLL 



PROCESSES TO COVER:

 Initializing leave

 Incrementing experience

 Updating tenure

 Fiscal year end reorganization

 LEAPS

 Updating accrual days

 Payroll accrual data extract

 Updating benefits 

 Balancing fund sources



INITIATING LEAVE

• Leave initialization needs to be 
completed at the beginning of your leave 
year

• Initialize for all leave types for which 
employees accrue leave:

• Sick
• Personal
• Vacation
• Sick leave Bank





• New Leave Year: the same as the 
fiscal year you are about to start

• Effective Leave Date: depends on 
your district. Personal Leave 
calculates 3/5 days based on this 
date

• Leave Types: be sure all accrual 
leave types are checked

• Job Location/Employee Type:  
within each field, “Ctrl A” to make 
sure all job location and employee 
types are included.  If any cell is not 
checked, any employee in that 
location or type will be skipped 
during leave initialization

• ALWAYS run as a review first!
• Click “enter” to run job







INCREMENTING EXPERIENCE

**MUST BE COMPLETED 
PRIOR TO RUNNING LEAPS















UPDATING TENURE

**MUST BE COMPLETED 
PRIOR TO RUNNING LEAPS



• You will run this transaction 
twice. Once for support 
personnel, once for certified 
personnel.

• Cut off date is prior year
• Only run for Active 

employees





FISCAL YEAR END REORGANIZATION

**Use this transaction to copy 
FY18 general ledger accounts 
to FY19 general ledger record 
with missing gl accounts











GENERATING LEAPS 



















FISCAL YEAR END CLOSE

 Updating Accrual Days

 Payroll Accrual Data Extract

 Updating Benefits for new fiscal year

 Fund Balance



CALCULATING ACCRUAL DAYS

 Calculate accrual days for each employee type

 Based on work calendar

Example:  187 day teacher

Works 41 days of new year at end of September (21 days in August, 20 days in September)

Paid 15.58 days in September (187 / 12 = 15.58)

41 days worked – 15.58 days paid = 25.42 accrual days



UPDATING ACCRUAL DAYS











PAYROLL ACCRUAL DATA EXTRACT

**This job must be 
completed BEFORE
changing employer benefits 











UPDATING EMPLOYER BENEFITS







**Uncheck if you use one 
deduction for both retirement 
tiers!  

You will have to run this job for 
both retirement tiers









**leave checked if septate 
deductions are set up for each 
retirement tier.

You will run this job for each 
deduction number 





BALANCING FUND SOURCE

 All fund sources except local funds must balance at the close of the fiscal year

 Budget analysis report

 Salary transfer

 Payroll clearing fund must be cleared at the end of the fiscal year







% of budget as of August should be 91.                                                                PAYROLL



% of budget as of August should be 91.                                                       SYSTEM TOTAL



SALARY TRANSFER

** MAKE ANY SALARY CORRECTIONS 
USING SALARY TRANSFER

• ONE TRANSACTION WILL MOVE 
SALARY AS WELL AS EMPLOYER 
BENEFITS

• PAYROLL REPORTS AND 
BUDGETARY REPORTS WILL 
COINCIDE





Prior to Transfer:  Add the GL account you need 
to transfer funds into to employee Job G/L Dist
screen under Employee Maintenance



Enter Employee # and Posting Date for 
transfer and then click Enter

Click on check that you wish to transfer





Click on account number to have funds transferred 
from.

The job and account information will auto populate.

Enter the amount to transfer as a negative adjustment 
amount.

Add Item.

Click the drop down arrow next to Job to select job # for 
transfer (this has to match the job you are transferring from 
* transfers cannot be made between jobs)

Click the drob down arrow next to Account # to select the 
account # you are transferring to.

Enter the amount to transfer as a positive adjustment 
amount.

Add Item.



The Gross and Adj Gross 
amounts must equal.

Click on Save to complete 
the transfer of funds.



Three reports will generate:

Original check G/L information
Transfer G/L entried
Post transfer check G/L information

Print or Save these for future reference if needed.





Payroll Report Prior to Transfer:



Payroll Report AFTER Transfer.
Salary plus employer benefits were moved during Salary Transfer process.  

No manual calculations or entries.
Payroll reports and Budgetary reports will contain the same information.
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