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PURPOSE AND DESCRIPTION

Purpose
This document explains how Year End Close (YEC) PO Rollover process will impact the Purchase Orders (PO’s) that

need to rollover into the new Fiscal Year (FY) from the Present Year (PY). The PO Rollover process will only roll
PO’s that have a remaining encumbrance. Any PO’s that have been fully vouchered or closed will not be rolled.
**Agencies must close PO’s prior to the PO Rollover process being executed by SCO.

When a PO is rolled, the process rolls the PO one of two ways:

1. If the PO distribution line has a remaining encumbrance balance and has not been expensed (vouchered)
against, then the existing PO distribution line will be cancelled and a new distribution line will be created
for the remaining encumbrance balance.

2. If the PO distribution line has a remaining encumbrance balance and has been partially expensed
(vouchered) against, then the existing PO distribution line will be closed and a new distribution line will be
created for the remaining encumbrance balance.

The new PO distribution line will contain all the same chartfields as the cancelled or closed distribution lines. The
only change will be the Budget Date on the distribution line. The Budget Date on the new distribution line will be
7/1/2016. Budget Dates between 7/1/2016 — 6/30/2017 are associated to Fiscal Year 2017.

Description
The key topics involved in Year End Close PO Rollover:

e Topic 1: How YEC PO Rollover Process will alter a non-expensed PO Distribution Line
e Topic 2: How YEC PO Rollover Process will alter a partially expensed PO Distribution
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TOPIC 1: PO ROLLOVER FOR FULLY ENCUMBERED PO DISTRIBUTION LINES

How YEC PO Rollover Process will alter a non-expensed PO Distribution Line:

Scenario: Show the before and after results of rolling a non-expensed PO distribution line

Step Action

1. Navigate to: Purchasing > Purchase Orders > Add/Update POs
2. Click the Find an Existing Value tab, enter the Business Unit and PO ID, and click Search.
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Run PO Rollover Process

**This will not be executed by Agencies. This will be executed by SCO. Date TBD.

Results of Rolled PO
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Budget dates between 7/1/2016 — 6/30/2017 are Fiscal Year 2017.

TOPIC 2: PO ROLLOVER FOR PARTIALLY ENCUMBERED PO DISTRIBUTION LINE

How YEC PO Rollover Process will alter a partially expensed PO Distribution:

Prerequisites: Show the before and after results of rolling a partially expensed PO distribution line

Step Action

1. Navigate to: Purchasing > Purchase Orders > Add/Update POs

2. Click the Find an Existing Value tab, enter the Business Unit and PO ID, and click Search.

3. View PO to be rolled
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Run PO Rollover Process

**This will not be executed by Agencies. This will be executed by SCO. Date TBD.

Results of Rolled PO
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