FREEDOM ::.....uogmens,cn Year End Processing

SEEEEEEE = Financial Management

Government Software Systems & Service

WELCOME TO THE YEAR END PROCESSING
WEBINAR

WE WILL BE WITH YOU SHORTLY.
TO HEAR THE AUDIO PORTION OF THE WEBINAR

TOLL-FREE PLEASE DIAL 1-888-617-3400 AND ENTER
PASSCODE 908952
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Year End Processing
GovemmentSoftaroSysems & Soricos Financial Management Overview

The General Ledger
Accounts Program must be
Payable configured for the new
fiscal year before data
can be processed in
other modules!

Accounts General
Receivable Led ger

Specifically, you must
have the new fiscal
calendar created as well
as new fiscal year
ledgers before doing
any work linked to the
new year!
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Government Software Systems & Serwces

Step 1

Step 2

Step 3

Step 4

Step 5

General Ledger Overview

General Ledge
Program

wCreate 2012 Fiscal Calen]:lar

General Ledge
Program

wCreate New Years Ledgers

General Ledge
Program

General Ledge
Program

General Ledge
Program

wlLoad Balance Sheets into 2012
(This does not have to be done by the end of the year) )
. )
wEnter and Load 2012 Budget Figures
(This does not have to be done by the end of the year) )
N
wClose to Fund Balance andload Balances
(This does not have to be done by the end of the year) )
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FREEDOM ::...........s:.. . Year End Processiqgseneral Ledgel
S i e = Step la; Create Fiscal Calendar

0% mmov Somm ©U S mm— e
PRISM-e General Ledger Main Menu - General Ledger - 8 X

N —
& S . S—

Government Software Systems & Services

)\ 9 e 0 QR
a
—j ff: Home Create

41

External Data Database Tools Add-Ins @ - 7 x

Upper Lower Municipality - PRISM-e Ge

Accounts Vouchers Budgets User Reports
Chart of Accounts Vouchers Budgst Entry User Report Definition
Chart Maintenance ‘“Youcher Report Department Entry Setup Print User Reports
Account Inguiry Delete a Woucher Budget Report

Account Inguiry Masked
Report Launcher
Exception Procezsor

Projects
Project Definition
Project Report
Project Standard Objects

Split a Voucher
Youcher Import

Reports

Balance Sheet
Tranzacticn Registers
Trial Balances
Revenue-Expenses

Budget Rezultz Report
Budget Comparizon

Year End

“ear End Proceszing

Recalculate Account Detail
Clear Processed Vouchers
Update AP Check Numbers

Select Fiscal
Calendar to
begin the
process.

Site

Site Parameters
Chart Elementz
Financial Unitz

E Cazh Flow Reporiz Due To/Due From
= Bank Accounts
= Chart Of Accounts User Tablez
'..9.. Account Elementz Create One Year's Ledgers
5 Financial Unitz Map Account Rangs
'E Due To/Due Fram
= Fizcal Calendar
User Tables
Program Reports
Form View

is start

[ & Frism-e

E General Ledger - [PRI... r Microsoft PowerPoint ..

B e | |

&) 0k ia
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Government Software Systems & Services

/b"a\". = D H- - )+ Fiscal Calendar - General Ledger -
—/I = Home Create External Data Database Tools Add-Ins @ - =™ x
L—‘ Fiscal Calendar
Fizcal Year
Penod Start Date End Date
’ U Enter 2012 and

press ENTER. If
nothing appears,
then you need to
create the 2012
calendar entries.

[

=

&

=

=

"

o

=

1]

=

fiscal period == i | 2 | b

, - — . 4 - -
s ctart r &) Micrasaft PowerPaint .. [ Prismee System (@ General Ledger - [Fis. .. Q)io LA 12:50 PM
»

'w
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i . Bt Step 1 Create Fiscal Calendar

Government Software Systems & Services

".J.-“g\- = = - o o x| Eé = k=] £|E| 5 Fiscal Calendar - General Ledger
—-/r &= Home Create External Data Database Tools Add-Ins
bid Fiscal Calendar New oK |Exit | < | >

Fizcal Year Z010

Period Start D ate End Date Open?

1 14142010 1/31/201011:53:59 P This is an

2 2/1/2010 2/28/201011:53:59 P example of

3 341/2010 3/31/2010 11:53:59 P typical calendar

4 4/1/2M0 4430420110 11:59:59 P entries

5 5/1/2010 /312010 11:53.59 PM

B E/1/2010 /3042010 11:53.59 PM

7 74142010 743142010 11:53.59 PM

8 8/1/2010 8/31/2010 11:53.59 PM
@ 3 3/1/2010 943042010 11:53.59 PM
& 10 104142010 1043142010 115359 PM
2 " 114142010 11/30/201011:53:59 PM _Rememb_er 0
= insert a fiscal
2 12 124142010 12/30/201011:53:59 PM period 13 for year
= F 13 1273142010 12/3/2m011Ex8a P B end entries!

[l
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i 1 e, Step 2 Create New Years Ledger:

Government Software Systems & Serwces

General Ledge
Program

Program

sepz Il wCreate New Years Ledgers

General Ledge
Program J
N

General Ledge
Program y
N\

General Ledge
Program y

Freedom SystemsYear End Processiigebinar 7
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EEEEEREE. = Step 2a Create New Years Ledger:

Government Software Systems & Services

D) “ “- 3 H- e - PRISM-e General Ledger Main Menu - General Ledger - @ X

=]
—’/ E Home Create External Data Database Tools Add-Ins

5] . -
_} Upper Lower Municipality - PRISM-e General Ledger
Accounts Vouchers Budgets User Reports
Chart of Accounts Vouchers Budget Entry Uzer Report Definition
Chart Maintenance Voucher Report Department Entry Setup Print User Reports
Delete a WVoucher Budget Repert CheCk to make
Account Inguiry Mazked Budgst Rezults Report
Report Launcher Budget Comparizon sure you have
Exception Precessor not already
created 2012
ledger records!
Projects Reports Year End Site
Project Definition Balance Shest “rear End Processing Site Parameters From the main
Project Report Tran=action Registers Recalculate Account Detail Fizcal Calendar Genera] Ledger
Project Standard Objects Trial Balances Clear Processed Vouchers Chart Elementz |
Revenus-Expenzes Updats AP Check Numbers Financial Unitz menu select
2 Cazh Flow Reports Due To/Due From Account Inquiry
{ Bank Accounts
g Chart Of Accounts User Tables
- Account Elements Create One 'ear's Ledgers
_5 Financial Units Map Acceunt Range
z Due To/Due From
= Fizcal Calendar

User Tables
Program Reports

Form View E= 5 | i | b

A —— 5
?.‘-’ siart [ m’ Microsoft PowerPoint ... [ & Prism-2 kem E General Ledger - [PRL... Q/lfo L Li26 M
¥
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SE==smnae—. = Step 2bc Create New Years Ledger

Government Software Systems & Services
D_‘ﬁ\ i QH- R B~ - Account Inquiry - General Ledger -

£ | . -
- f":. Home Create External Data Database Tools Add-Ins @ - 7 X

Account Inquiry Year 2012 Account [IRBe Description
Enter Ledger Account or Description then FIND

Account Description Type Begin Balance/Budget Debits Credits Encumibx Ending

Check to make
sure you have
not already
created 2012
ledger records!

Type 2012, tab to
account number
field , type the
first numbers of a
standard ledger
account and then
click FIND.

Mavigation Pane

Form View 5 a8 il
F = . - - . . . . - f =
| & Prisr-e System [#® General Ledger - [Acc... rm’ Micrasaft PawerPaint ... ® Jes il LA 3 Al
¥

1y 5laH
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SE==smnae—. = Step 2a; Create New Years Ledger

Government Software Systems & Services

pﬂlhl RRRNEESEYEL AR

—/l = Home Create External Data Database Tools Add-Ins @ - = x

Account Inquiry Year 2012 Account BRE Description
Enter Ledger Account or Deseription then FIND

Account Description Type Begin Balance/Budget Debit= Credits Encumby Ending

This is the error
message you will
receive if there
Run-time error '94'; are no 2012

Invalid use of Mull records!

Microsoft Visual Basic

Debug Help

Click END to
clear the error
message, then

click EXIT to

return to the main

Mavigation Pane

menu.

Form View BE |
= [
(B General Ledger - [Acc. ., rm Microsoft PowerPoint ... % J* io U EE}\ W, 809 AM
¥

H 2 start [ & Prism-
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i . Bt Step 2dc Create New Years Ledger

Government Software Systems & Services

Upper Lower Municipality - General Ledger

Accounts Vouchers Budgets User ReportsiCharts
iChart of Accounts Vouchers Budget Entry User Report Defintion
Chart Maintenance Voucher Report Department Entry Setup Print User Reports
Create One “ear Ledger Delete a Voucher Five Year Budget Projection
Account Inguiry Splt a Voucher Budget Resultz Report Accounting Alerts Report
Voucher Import Budget Comparizon
Report Launcher Cazh Balance Charts
Budget Charts Select Year End

Processing from
the main menu.

Comparizon Charts

Projects/Programs Reports Periodic Processes

Project Definition Balance Sheet ‘Year End Processing Site Parameters
Project Report Transaction Registers Recalculate Account Detail Fiscal Calendar
Project Standard Objects Trial Balances Clear Procezsed Vouchers Chart Elements
Revenue-Expenses Update AP Check Numbers Financial Unitz
Program Maintenance Cash Flow Reports Due To/Due From
Program Reports Bank Accounts
Chart Of Accounts User Tables
Account Elements Map Account Range

Financial Units
Due To/Due From
Fiscal Calendar
User Tables
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SE==smnae—. = Step 2e; Create New Years Ledger

Government Software Systems & Services

(0g) QR
—/l f_| Haome Create External Data Database Tools Add-Ins
L-| Year End Processing Exit
[ 1. Generate New Accounting Year Ledgers ]
<=~
[ 2. Cloze Inter-Fund To Cash Remember to
— check first to see
[ 3. Cloze To Fund Balance ] . ~
i f youdv
[ 4. Load Balance Sheet Accounts ] performed this

5. Load Adopted Budgets ] function.

[ {Optienal) Updats Project Funds - if uzed ]
[
H
= - . .
= E~ Generate New Accounting Ledgers Slmply click 1.
£ G — ——— Generate New
e .
':E; enerate New Accounting Year Ledgers Accounting Year
Z Ledgers button.
Then on the
Create Ledgers for Fiscal Year - popup window,
click Generate.
You will receive a
E Generate l Cancel message
indicating when it
is completed.
PLISH to initiate the generation process = 6B | i

F— = = [
iy Stant 'Fism kem (B General Ledger - [Ye... rm Microsoft PowerPaint ... Ql )* io U EE}\ 4, 809 AM

Freedom SystemsYear EndProcessing 12



FREEDOM s rnanciamanagemen:sysen——YEAI ENA Processiggseneral Ledgel
SE==smnae—. = Step 2fc Create New Years Ledger:

Government Software Systems & Services

pﬁ \ el i 31 ke ) -
-/l f_‘ Home Create External Data Database Tools Add-Ins @ - = x
i Year End Processing Exit

1. Generate New Accounting v'ear Ledgers

2. Cloze Inter-Fund To Cash

3. Cloze To Fund Balance

4. Load Balance Sheet Account=

Remember i if you create new current year
ledger accounts AFTER you have generated the

E. Load Adopted Budgetz

ONew Accounting Year Leqd
[ (Optional) Update Project Funds - if uzed ] cre at (S] a é On (S] Ye ar s L (<] d ({

£ Generate New Accounting Ledgers E

Generate New Accounting Year Ledgers

Create Ledgers for Fiscal Year - 2012
[ Generate l [&]

Navigation Pane

PUSH to initiate the generation process

F—

1y Slart | & Prism-e System [ General Ledger - [Ye... rﬂ' Microsoft PowerPoint ..,

Freedom SystemsYear End Processing Webinar 13



FREEDOM FSC Financial Management System Year End Processin g

EEEEEEIEE = Step 3. Load Balance Sheets

Government Software Systems & Serwces

General Ledge
Program y

General Ledge
Program y

. N
Step 3 wlLoad Balance Sheets into 2012
S sty (This does not have to be done by the end of the year) )
<
General Ledge
Program )
<
General Ledge
Program )
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Year End Processigqdseneral Ledgel

Step 3a; Load Balance Sheets

/l (_| Home Create External Data Database Tools Add-Ins

» -‘ Year End Processing

Exit

1. Generate New Accounting Y'ear Ledgerz

2. Cloze Inter-Fund To Cash

3. Clo=e To Fund Balance

4. Load Balance Sheet Accounts

<

E. Load Adopted Budgets

{Optional) Update Project Funds - if uzed l

Mavigation Pane

E< Load Balance Sheet Accounts E

Load Balance Sheet Accounts
Load Balances into Fiscal Year - 2012

the fiscal year you desire to load

i'.' Sta."'.‘.'

ﬂ General Ledger - [Ve...

rm Microsaft PowerPaint ...

Freedom SystemsYear End Processiigebinar

This function is
accessed from the
Year End
Processing
selection of the
main menu and it
can be run multiple
times to carry
forward asset and
liability balances.

It is typically done at
the start of the new
year to bring
preliminary
balances forward
and then done
again after the
6Cl ose to
balance has been
finalized.

Simply enter the
upcoming fiscal year
and click Load.



FREEDOM FSC Financial Management System Year End Processing
SEsESEIS = = Step 4. Enter and Load Budgets

Government Software Systems & Serwces

General Ledge
Program y

General Ledge

Program y
.
General Ledge
Program J
wEnter and Load 2012 Budget Figures
Step 4 SIS (This does not have to be done by the end of the year) )
,
General Ledge
Program y
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SE==smnae—. = Step 4a; Load Adopted Budgets

Government Software Systems & Services

pq = I i R e Y R
/l (_| Home Create External Data Database Tools Add-Ins
This function is
accessed from the
Year End
Processing
selection of the
main menu and this
function should only
be run once.

» -‘ Year End Processing Exit

1. Generate New Accounting Y'ear Ledgerz

2. Cloze Inter-Fund To Cash

3. Clo=e To Fund Balance

4. Load Balance Sheet Accounts

This does not have

5. Load Adopted Budgets = to be run by the end
of the year.
[ (Optional) Update Project Funds - if used l Running this
u = ) EI- process multiple
g < Load Adopted Budgets times will result in
5 Load Adopted Budgets the creation of
5 duplicate budget
;u entries and you will
need to contact
Load Adopted Budgets into Fiscal Year: 2012 Freedom Systems
to correct the
problem.
Load Q\L Cancel ]
v ente o
DCO 0 al yea
and oad
the fiscal year you desire to load B 5 | i

F—

- - G
Iy J start risrm- =) ﬂ General Ledger - [Ve... rm Microsoft PowerPoink ... ‘)* Eo V] EEA r,’._f g:14 AM
¥
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SE==smnae—. = Step 4bc Load Adopted Budgets

Government Software Systems & Services

pﬁ \ el i 31 ke ) -
-/l f_‘ Home Create External Data Database Tools Add-Ins
i Year End Processing Exit

Remember i you must have already entered budget
Figures through the General Ledger or Budget

1. Generate New Accounting v'ear Ledgers

2. Cloze Inter-Fund To Cash

Preparation Programs BEFORE you can 6
budget figures.

3. Cloze To Fund Balance

4. Load Balance Sheet Account=

E. Load Adopted Budgetz

If you use the Budget Preparation Program, be sure
to O6roll 6 the budgets to

[ (Optional) Update Project Funds - if uzed ] y ou (¢ l 0 a d 0 b u d g e t S .

m =

|:'|.=" Es Load Adopted Budgets E

8 Load Adopted Budgets

w

o

=

T

=

Load Adopted Budgets into Fiscal Year: 2012
Load l ’ Cancel l

the fiscal year you desire to load = i

F— = . - - . . . L. - —
x Stard r. Prism-g Syskern [ General Ledger - [Ye... rﬂ' Microsoft PowerPoint .. ® ,l* 0 U Ecﬂ Wy Bild AM
¥
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SE==smnae—. = Step 4a; Load Adopted Budgets

Government Software Systems & Services

(Do) = Qe[ &)+

49) —

— {G Home Create External Data Database Tools Add-Ins @ - O X
bid Year End Processing

1. Generate New Accounting Year Ledgerz

Remember 1 if you need to add or edit budget

figures AFTER running the load process, those
changes must take place via a journal voucher.

2. Cloze Inter-Fund To Cash

3. Close To Fund Balance

4. Load Balance Sheet Accounts

5. Load Adepted Budget=

[ (Optional) Updats Project Funds - if uzed ]

u =

E P Load Adopted Budgets

5 Load Adopted Budgets

T

o

=

o]

=

Load Adopted Budgets into Fiscal Year: 2012
Load l ’ Cancel l

the fiscal year you desire to load = B i

F— = . - - . . . L. - =
# start r. Prism-g System [ General Ledger - [ve. .. rm‘ Microsoft PowerPoint .., ® )* o U Ecﬂ Sy Gil4 AM
L
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SEEEEEEE. = Step 5. Close to Fund Balance

Government Software Systems & Serwces

General Ledge
Program J

General Ledge

Program y
N

General Ledge
Program J/
N

General Ledge
Program y
N\

wClose to Fund Balance andload Balances
s (This does not have to be done by the end of the year)

Program

Step 5

Freedom SystemsYear End Processiigebinar 20
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Government Software Systems & Services

02 d I i R e Y R : .
1; This function is
Z Home Create External Data Database Toals Add-Ins @ - =7 X
accessed from the
L-‘ Year End Processing Exit Year End
Processing
selection of the
. , main menu and this
1. Generate New Accounting Y'ear Ledgerz ]

function should be

2. Close Inter-Fund Te Cash ] run only once . It
creates a journal
voucher to zero out

3. Clo=e To Fund Balance

4. | oad Balance Sheet Accounts l the revenue and
5. Load Adopted Budgets ] expense control
accounts and move
the monies to the
[ {Optional) Update Project Funds - if used l fund balance
accounts.

E+ Close To Fund Balance E

This process is
Close To Fund Balance typically not run until

after your audit is

: completed.
Fiscal Year: 2011 0ld ear

Leave Blank For &l Funds

Mavigation Pane

Close Cancel

Simply verify the
fiscal year and click
Close. Be sure to
leave the fund field
blank.

the fiscal year you wish to close

F— - : g . g A
i'.- Stan: 'Fism- CEMm ﬂ General Ledger - [Ve... rﬂ Microsaft PoweerPainkt ...

Freedom SystemsYear End Processiigebinar 21
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Step 1

Step 2

Step 3

Step 4

Step 5

General Ledge
Program

wCreate 2012 Fiscal Calen]:lar

General Ledge
Program

wCreate New Years Ledgers

General Ledge
Program

wlLoad Balance Sheets into 2012
(This does not have to be done by the end of the year)

General Ledge
Program

wEnter and Load 2012 Budget Figures

(This does not have to be done by the end of the year)

General Ledge
Program

wClose to Fund Balance andload Balances
(This does not have to be done by the end of the year)

Freedom SystemsYear End Processiigebinar

Year End Processigqdseneral Ledgel
Recap

22
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s v e F s M Accounts Payable Overview

Government Software Systems & Serwces

Step 1 | wVerify your EIN number in the Program

Step 2 W wPrint and store year end reports

Step 3 wUpdate Vendors by checking the 1099 box for all |
P “Wi | appropriate vendors )

Step 4 | wVerify 1099 Settings

Step5 [ ®wRunthe 1099 Process

Freedom SystemsYear End Processiigebinar 23



FREEDOM rsc Fmancia mansgementsysem— YEAI ENA Processiggccounts Payabl

Government Software Systems & Services
d9o-o-00 0

tr]
9
- E—f: Hame Create External Data

- PRISM-e Accounts Payable Main Menu - Accounts Payable

Database Tools Add-Ins

Upper Lower Municipality -

PRISM-e Accounts Payable

Step laVerify EIN Number

Select Site
Parameters to
check your EIN

Vendor Maintenance Invoices and Checks Reports Site
“endor Maintenance Open Invoicesz Dizcount Performance
Wendor History Quick Invoice from PO Check Register T Tabl
People-Places-Things Quick Invoice without PO Qpen Checks Report
Renumber Checks
Void Checks Qpen Invoices Report Qutstanding Inveices Report Laser Check Re-Print
Check Reconciliation Clozed Invoice Report Rezet Current Check Run
Approval of Invoices Cash Reguiremsntz Report ZIP+4 Update number
Pending Azset Completion Approval of Inwoices By Bank Financial Tranzactions 1099 Threzhold Types
*TD Check Register
Approval Report ‘Vendor Listz
Approved by Department Report ‘fendor Mailing Label= State Sales Tax Maintsnance
#pproved One Bank Report Vendor File Labels County Sales Tax Maintenance
Wendor Consolidation
@ Accounting Repoert
5 Generate Checks Report Launcher
o Check Registers
g Print Checks
- Direct Deposits
B
ﬁ Cleanup
= Accounting Updats
Form View E= o | | b

—
?.'-' start r Microscoft PowerPoirt ... | @ Prism-z

ﬁ Accounts Payable - [,

[
& Lab ke Tole 2, 7:16 AN
L

Freedom SystemsYear End Processiigebinar
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e e e o Step 1bg Verlfy EIN Number

Government Software Systems & Services

¥ site Parameters

Site Parameters

Site Lacation Information | Options / Signatures | ACH By Bank Acct

1099 Year: [RRARS

Federal ID:
Select the
: Check fDraft Parameters OptiOﬂS /
Invoice Parameters Check Print Format | CheckstPwLaser Signatures tab
Default Bank Ident: 1 . h
Lines on Check: 12 to view the
ety (e C Draft Print Format Mone Fedferz?(lj ID d
Discount Method: D Draft Directory A PACh (EIN) d'? i 2l
| G e edaitl
Ffts et £ e Signature Drive: Hone v
necessary.
MICR Font: Haorne w
Postnet Font: tare v

F_ = = [
iy Slart B [€] Microsaft PowerPaint: .. rism skem (B Accounts Payable - [... Qi i Fdk ol @, 717 am
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Government Software Systems & Serwces

Step 2

Year End Processing

Accounts Payable Overview

Accounts Payak
Program

Accounts Payak
Program

|

wPrint and store year end repoﬂts

Accounts Payab

Program

N\

Accounts Payab
Program

Accounts Payat
Program

Freedom SystemsYear End Processiigebinar
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S====S=ns=— Step 2&; Print Year End Reports
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Government Software Systems & Services

Upper Lower Municipality - Accounts Payable

Periodic Processes Site

Vendor Maintenance Invoices and Checks Reports
Vendor Maintenance Open Invoices Discount Performance 10498 Threshold Types
Vendor History Quick Inveice from PO Check Register 1099 Processing
People-Places-Things Quick Inveice without PO Open Checks Report
W-3 Letters
Void Checks Open Invoices Report Outstanding Invoices Report
Check Reconciliation Closed Invoice Report MVOICE S
Approval of Invoices [‘.ash Reqmrements Report
Pending Asset Completion = Lafl RsBanl —
2] Open Invoices Reports - B X
Open Invoices Reports Exit
Open Invoices By Vendor ‘
Open Invoices By Due Date ‘
Enter Department ID or Leave Blank for All Z

Freedom SystemsYear End Processiigebinar

Open Invoices By Department ‘

Enter Fund ID or Leave Blank for All

Cpen Invoices By Fund ‘

Enter Bank ID or Leave Blank for All

Open Invoices By Bank ‘

Enter Date for Aging Payables Report

Aging Payables As Of ‘

Site Parameters
User Tables

Renumber Checks

Laser Check Re-Print
Reset Current Check Run
ZIP+4 Update

YTD Check Register

State Sales Tax Maintenance
County Sales Tax Maintenance
Vendor Consolidation

Select Open Invoices
Report from the main
menu and select the
desired open invoices
detail report.

These reports will be
requested by your
auditors.
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Government Software Systems & Serwces

Step 3

Accounts Payable Overview

Accounts Payabl
Program

Accounts Payabl
Program

\

Accounts Payabl
Program

wUpdate Vendors by checking the 1099 Hox
for all appropriate vendors

J

Accounts Payabl
Program

Accounts Payabl
Program

N\

Freedom SystemsYear End Processiigebinar 28
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Government Software Systems & Services

= - 3 (- (& [2-

o
—-/ !,E Home Create

External Data

Step 3a; Update Vendors

¥ PRISM-e Accounts Payable Main Menu - Accounts Payable

Database Tools Add-Ins

Upper Lower Municipality - PRISM-e Accounts Payable
Vendor Maintenance Invoices and Checks Reports Year End Site
Open Invoices Discount Performance 1099 Processing Site Parameters
Vendor History Quick Invoice from PO Check Register Uzer Tables
People-Places-Things Quick Invoice without PO Open Checks Report
Renumber Checks
Void Checks Qpen ices Report Qutztanding Invoices Report Laser Check Re-Print
Check Reconciliation Clozed Invoice Report Reset Current Check Run
Approval of Inveices Cash Reguirements Report ZIP+4 Update
Pending Az=et Completion Approval of Inveices By Bank Financial Tranzacticns 1059 Threzhold Typesz
YTD Check Regizter
Approval Report Wen iztz
Approved by Department Report “Vendor Mail abelz State Sales Tax Maintenance
Approved One Bank Report “Vendor File Labelz County Sales Tax Maintenance
Vendor Consclidation
o Accoeunting Report
= Generate Checks Report Launcher
E Check Registers
g Print Checks
- Direct Deposits
2
ﬁ Cleanup
= Accounting Update
Form Wiew =l B |

# start

f ﬁ' Microsoft PowerPaink .

r & Prism-g

E Accounts Pavable - [L..

Freedom SystemsYear End Processiigebinar

@xﬁmwim

In order to

process
you must first
identify vendors
who are subject
to 1099
processing.

To do so, you
must update their
vendor
maintenance file.
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-C!n ) H9- -o-0 0 &EE- ) - Vendor Maintenance - Accounts Payable - @ X

—’/ = Home Create External Data Database Tools Add-Ins @ - 7 x

t ] Vendor Maintenance [ERI[ES Name Search | ID Search
Wendaor Basic [nformation | Log YTD% - User Fields 4

VendorD: Mame: |[FREEDOM SYSTEMS CORFO| Remit | =) Search for
vendors using the
Addt Tpe: P Name Searc% or
Address 2550 EISENHOWER AVENUE| Contact: 510-665-500 | ID Search
Fed ID:
| | : buttons.
City: [NORRISTOWN | PhoneNoType Phone Mumber & - o
State: Zip: Busn v BO0S257775 N
[Record: 4 «[20f3 [ » bk | R | e Mail v E008257776 - N
\-
Year Buginesz To Date 10997 YTD 1099 Amount = Status Flags \
u - .
5 " 2008] | $1.380.79 | O Onetime?: [ \
Ive?: v
: ECi fctive :
i P o7 | son7eeE | Cha I Eheoks?: L) \ Then 6ch
g : -
F ¥ [ o $0.00 | ] 1099 Type I 1099 B_ox for the
= 2 appropriate year.
\
bl -‘
\
\¢
\»
N While in the
N Vendor
S Maintenance

screen, verify that
the vendor has a
valid Federal ID

-] or other number,.

Form View

——
‘s start | @ Microsaft PowerFaint ... | & Prism m B Accounts Payable -[... &)EA WED )
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Government Software Systems & Services

Qg, \ - QH- QA - PRISM-e Accounts Payable Main Menu -

—/ f_| Home Database Tools Add-Ins

Create External Data

Upper Lower Municipality

Accounts Payable

- PRISM-e Accounts Payable

Vendor Maintenance Invoices and Checks Reports Year End Site
Vendor Maintenance Open Invoices Discount Performance 109% Processing Site Parameters
Vendor History Quick Invoice from PO Check Register User Tables
. Tl Quick Invoice without PO Open Checks Report
I ISR
Void Checks QOpen Invoices Report Qutztanding Invoices Report Laser Check Re-Print
Check Reconciliation Clozed Invoice Report Reset Current Check Run
Approval of Inveices Cash Reguirements Report ZIP+4 Update
Pending As=set Completion Approval of Inveices By Bank Financial Tranzacticnz 1085 Threshold Types
YTD Check Register
Approval Report Wendor Lists
Approved by Depariment Report ‘Yendor Mailing Labelz State Sales Tax Maintenance
Approved One Bank Report Wendor File Labels County Sales Tax Maintsnance
Vendor Consclidation
o Acceunting Report
= Generate Checks Report Launcher
o Check Registers
5 Frint Checks
;:; Direct Depozitz
ﬁ Cleanup
= Accounting Update
Farm View =] i | i | b

soft PowerPoink . F & Prism-e

E Accounts Pavable - [,

Freedom SystemsYear End Processiigebinar

If you need to
update a
vendor 6s
ID number, return

to the main menu
and select
People-Places-
Things.
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() d B

H

—/l fl":. Home Create

2@k )+

People, Places and Things - Accounts Payable

External Data Database Tools

Add-Ins

Bl People-Places-Things free Name Search
. Create Vendor Delete .
Organization ID 445 Linkages
Org Name: FREEDOM SvSTEMS CORFO
Contact: |510-666-5080 BL [l ws [
Email Address: AP kO
AR PP []
AddiType: 4R v TX [ cash? []
Address  |2550 Eizenhower Avenue
City:  Morristown Fed ID: |93-333335
State: |PA Zip: 13403 Established: | 24-Jul-2007
u Carrier: Uzer-D ate:
E Record: M 1of3 L & Search Uszer-Amt: $0.00
E PhoneMoType Phone Number - User-Flags
_:En Busn v 8008257776 ?
2
Farm View

;: start [ @ Micrasoft PowerPoint .. | @ Prism

Freedom SystemsYear End Processiigebinar

ﬂ Accounts

L
%;EAE*EOE

Step 3¢ Update Vendors

Retrieve the
vendor using the
Name or ID

Search buttons.

Then insert the
number in the
Fed ID field. The

vendor
maintenance file
will automatically
be updated.
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SSEssmne = Accounts Payable Overview
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~\
Accounts Payak
Program y
\
Accounts Payak
Program
J
)
Accounts Payab
Program y
~\
oWVerify 1099 Settin
Step4 [l erifty ettings
Program y
\
Verify 1099
Threshold y
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Government Software Systems & Services

Step 4a; Verify 1099 Settings

Upper Lower Municipality - Accounts Payable

Vendor Maintenance

Wender Maintenance
Vendor History
People-Places-Things

Woid Checks
Check Reconciliation

Pending Asset Completion

Invoices and Checks

Open Invoices
Quick Invoice from PO
Quick Invoice without PO

Open Invoices Report

Approval of Invoices
Approval of Invoices By Bank

Approval Report
Approved by Department Report
Approved One Bank Report

Generate Checks
Check Registers
Print Checks
Direct Deposits

Cleanup
Accounting Update

Reports

Discount Performance
Check Register
Open Checks Report

Outstanding Invoices Report
Closed Invoice Report

Cash Reguirements Report
Financial Transactions

Wendor Lists
Wendor Mailing Labels
Wendor File Labels

Accounting Report
Report Launcher

Periodic Processes

Threshold

W-3 Letters

Invoice Search

Freedom SystemsYear End Processiigebinar

U Types
1099 Processing

Site

ite Parameters

SETTames Select 1099
Threshold Types

Renumber Checks

Laser Check Re-Print
Reget Current Check Run
ZIP+4 Update

Y¥TD Check Register

to verify the
settings.

State Sales Tax Maintenance
County Sales Tax Maintenance
Wendor Consolidation
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1099 Threshold Types

1099 Type Minimum Yearly Amt 1099 Box

L : | $10.00 14 EIM: |1 2-3456789 Remove

Organization Mame: |L||:||:|er Lower Municipality
Address: {100 Main Street

REVIEA[E

| various fields and
City. State ZIP {Upper Lower PA 55555 edit if necessary.

M : | $600.00 7 EIM: |1 2-3456789 Remove

Organization Mame: |L||:||:|er Lower Municipality
Address: {100 Main Street

City State ZIP |L||:-|:uer Lower P4 BREEE

: | $|:||:||:| 0 EIM: | Remove

Organization Mame: |
Address: |

City.State ZIP |

Freedom SystemsYear End Processiigebinar 35
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SSEssmne = Accounts Payable Overview

Government Software Systems & Serwces

N
Accounts
Payable Progra y
N
Accounts
Payable Progra )y
N
Accounts
Payable Progra y
N
Accounts
Payable Progra y
N
steps | WRUN the 1099 Process
Payable Progra )y
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Government Software Systems & Services
mga \ H L J __.]- —"}9 “Jg %v

—/ f_| Home Create External Data

¥ PRISM-e Accounts Payable Main Menu -

Database Tools Add-Ins

Upper Lower Municipality -

Accounts Payable

PRISM-e Accounts Payable

Step 5&; 1099 Processing

Select 1099

Processing to
start this function.

Vendor Maintenance Invoices and Checks Reports Site
Vendor Maintenance Open Inveices Discount Performance Site Parameters
Vendor History Quick Invoice from PO Check Register User Tables
People-Places-Things Quick Invoice without PO Open Checks Report
Renumber Checks
Void Checks QOpen Invoices Report Qutztanding Invoices Report Laser Check Re-Print
Check Reconciliation Clozed Invoice Report Reset Current Check Run
Approval of Inveices Cash Reguirements Report ZIP+4 Update
Pending As=set Completion Approval of Inveices By Bank Financial Tranzacticnz 1085 Threshold Types
YTD Check Register
Approval Report Wendor Lists
Approved by Depariment Report ‘Yendor Mailing Labelz State Sales Tax Maintenance
Approved One Bank Report Wendor File Labels County Sales Tax Maintenance
Vendor Consclidation
o Acceunting Report
= Generate Checks Report Launcher
o Check Registers
5 Frint Checks
;:; Direct Depozitz
ﬁ Cleanup
= Accounting Update
Farm View =] i | i | b

soft PowerPoink . F & Prism-e

E Accounts Pavable - [,

Freedom SystemsYear End Processiigebinar
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Government Software Systems & Services

Step 1

Step 2

Step 3

Step 4

Step 5

Step &

Step 7

Step &

Step 9

1099 Processing

1099 Year:

EIN Number: 55-55555555
Wendor Maintenance 1099 Processing Notes:

Create 1099 File

Print 1095 Register Report

Accounts Payable Program. Te access that menu, navigate to the

and select People-Places-Things (PPT).

Print 1099 ‘Possible Invoices’ Report 2 45 yendor's "MAIL address tvpe is tvpicaly used during 1099

Print 1099 "Invoice Det

1099 Maintenan

Print 1099 Formz (Select

1. Vender EIN's must be edited on the People-Places-Things menu.
Changes made there will automatically distribute throughout the entire

main Accounts Payable Program menu, find the Wendor menu column

] (UserT|

Print 1098 Form for 1089

Create109% Report

2 Vendor Maintenance =
Vendor Maintenance Exit
] Vendor 1099 Year This Year Amt 1099 Amt  =click heading

to sort

L |15T RESPONDER NEWSPAPER [ Mo | 2010 | 52000 | $0.00 Select
1735 [ABINGTON LBRARY SOCETY Ih [ No | 2010 | $25,000.00 | 50.00 Select
23 [ACCESS SECURITY CORPORATI [ Mo | 2010 | £380.00 | 50.00 Select
1354 [ADVANCE AUTO PARTS Ino [2010 | s29134 | 50.00 Select
28 [ADVENT SECURITY CORPORATI [No [ 2010 |  ss7e00 | $0.00 Select
1684 [AETHA [No | 2010 | s216983.00 | 50.00 Select
36 [ALBERT BACHMAN & SON,INC | No | 2010 | s304882 | $0.00 Select
45 [ALLIED ADMINISTRATORS [No [2010 | s1772738 | $0.00 Select
47 [ALLIED WASTE SERVICES #320 | No | 2010 | 5190,463.00 | 50.00 Select
77 [AQUA PENNSYLVANLA [No [ 2010 | s2674113 | $0.00 Select
82 [ARMOUR & SONS ELECTRIC, INC | No | 2010 | 550446799 | 50.00 Select

Total Humber of Vendors 275

.

Freedom SystemsYear End Processiigebinar

Step 5b¢ Run 1099 Processing

Make sure the correct
1099 year displays i
edit if necessary.

Step (1) lets you edit

vendor information
and update invoices
subject to 1099
processing..
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Government Software Systems & Services

1099 Processing

Support

v [ R
EIN Humber: h5_hERREGRE 1Oe9d9it)i/fe irecc;ivlasspslzslys |
Step 1 Wendor Maintenance 1099 Processing Notes: Step (2) Build gathers
_ 1. Wendor EIN's must be edited on the People-Places-Things menu. data for all vendors
Step 2 Create 1093 File Changes made there wil automatically distribute throughout the entire who have a
Accounts Payable Program. To access that menu, navigate to the checkmark in the
Step 3 Print 1099 Register Report main Accounts Payable F‘rug.rﬂm menu, find the Wendor menu column 1099 box on the
and select People-Places-Things (PPT). vendor maintenance
Step4  print 1099 *Possible Invoices’ Report 2 A vendor's ‘MAIL address type is typically used during 1099 SCcreen.
processing. You do have the option to create a "1095" address type :
Step 5 Print 1099 ‘Invoice Detail Report which, if it existed for a vendor, would be used instead. To add the StEP (3) Register
10595 address type, navigate to the main Accounts Payable Program prints a report of that
. menu, find the Site menu column and zelect User tables. Use the data and notes those
Step 6 1089 Maintenance arrows keys to advance to table 101 and add the 1089 option. vendors missing a
. . ) Federal ID.
Step7  print 1099 Forms (Select Type Below) 3. F‘rlu.r to printing 1095 or 1055 forms, I::-g sure to make a ‘_type
gelection from the pull down menu. Do this before each printing even s 4 d il
M {User Table 114) if the type’ vou wizh is already displayed. te.ps ( ) an (5) wi
print reports of the
4 The 1099 file created for electronic fiing to typically stored in c\My data gathered in step
Step3  print 1095 Form for 1099 Type (above) Documents. (2)
Step 9 Create109% Reporting Fil 2. 1089 and 1096 forms are programmed based on .25" margins at the
reate et top, botton, left and right sides of the forms.

Freedom SystemsYear End Processiigebinar
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Government Software Systems & Services

¥= 1099 Maintenance - o X

1099 Maintenance

w | Vendor D | M

VendorlD: EIN: |33-933333 ‘

Name: |FREEDOM SYSTEMS CORPORATION] e $000 |
Box 2: | $0.00 |
Address: 2560 EISENHOWER AVEMLIE | Box 3: | $0.00 |
Box 4: | $0.00 |
City: [NORRISTOWN
o Box 5: | $0.00 |
Siate  |PA | Zp: [13403 | ,
- i Box &: | $0.00 | Step (6) 1099 Maintenance
FederalD: 9393339 | BoxT: | $20,766.99 | lets you edit 1099 data for
Box & | $0.00 | particular vendors.
Box 9: L
Box1l: | $0.00 | You can add or remove
M endopices | T $0.00 | invoices from 1099
Box 12 | | consideration using the
Boxin $0.00 | OView Vendor
Box1s | $0.00 | button.

— L » — -
!".'-' start 4 Microsoft PowerPoint ... r — Em ﬁ Accounts Payable - [, Q}Eﬁ A :i: io oy 7
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Government Software Systems & Services

£+ Vendor 1099 List :

5[ FREEDOM SYSTEMS CORPORATION

Please Note! If you change any 1099 types you must re-run step 1: (1] Build = |

N

Invaice [D Inwoice Date Skatuz Check Date Check Mumber Invoice Amount 1099 Type
¥\ (0511707 [ [ 11-May-2007 [ 11Map2007 | 7857 | sw00.00 ||
[06/12/07 | 1242007 [ 12dun2007] | 7ag] | %66 M| Note the requirement to re-
81507 || 15Jur-2007] | 15Jun-2007) | 124] | $1262352 M| run Step (2_) Create 1099
I 5 [ [ 0Auwg2007] [P | [ 10-Aug2007] | 136 | $626.65 | M| File you edit the 1099 type
_ - — ' field for any invoice!
[0g132007 [ [ 13Auwg2007] [P |[ 13Aug2007] | 13| 552288 M|
[0g142007 [ [ 14Gep2mn?] [P || 14Sep2007 | 1327 | $1.897.25 M|

& Lk ol 2 7adam
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Government Software Systems & Services

1099 Processing

| 55-55555555

1099 Year:

EIN Number: Step (7) Prints the

10996s for

Step 1 Vendor Maintenance 1099 Processing Notes: are designed for laser
printers and forms are

1. Vendor EIN's must be edited on the People-Places-Things menu.

Step 2 Create 1099 File Changes made there will automatically distribute throughout the entire
Accounts Payable Program. To access that menu, navigate to the
main Accounts Payable Program menu, find the Vendor

available from
Freedom Systems at
www.freedomsys.com.

Step 3 Print 1099 Register Report :
and select People-Places-Things (PPT).
Step4  print 1099 "Possible Invoices' Report 2. A vendor's 'MALL' address type istypically used during 1099
processing. You do have ption to create a "1099" address type
Step 5 Print 1099 ‘Invoice Detail Report which, if it existe a vendor, would be used instead. To add the
1099 add pe, navigate to the main Accounts Payable Program
. find the Site menu column and select User tables. Use the
Step 6 1099 Maintenance arrows keys to advance to table 101 and add the 1099 option.

3. Prior to printing 1099 or 1096 forms, be sure to make a ‘type'
selection from the pull down menu. Do this before each printing even
if the ‘type' you wish is already displayed.

Step7  print 1099 Forms (Select Type Below)

M (User Table 114)

4. The 1099 file created for electronic filing to typically stored in c:\My

Step8  print 1096 Form for 1099 Type (above) Documents.

S. 1099 and 1096 forms are programmed based on .25" margins at the

Step 9 Create1099 Reporting File
g 9+ top, botton, left and right sides of the forms.
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Government Software Systems & Services

1099 Processing

1099 Year: 2011
EIN Humber: 5h-GhAEAERE
Step 1 Wendor Maintenance 1099 Processing Notes: Depending on the
1. Wendor EIN' 1 be edited on the People-P| Thi 0 0 &b O
. . Wengor S mMuel be ediled on he Feople-Flaces-1 nings menu.
Step 2 Create 1099 File Changes made there will automatically distribute throughout the entire generate.' you m_ay be
Accounts Payable Program. To access that menu, navigate to the reqUIred to file
Step 3 Print 1099 Register Report i Create 1099 File - electronically. Step (9)
. gives you that option.
Step4  print 1099 'Possible Invoices’ Report Create 1099 File Exit
If you need to perform
Step5  Print 1099 ‘nvoice Detail Report 1099 File Parameters — | this functions, please
Stent EIN: | | contact Freedom
ep 10339 Maintenance '
Transmitter's Control Code: | Systems_ support for
- - assistance.
5tep 7  print 1099 Forms (Select Type Below) Replacement Filename:
M {User Table 114) l_ /
Step8  print 1095 Form for 1099 Type (above) +— Contact Phone Number/Ext: | I
Test file indicator: [0
Step 9 Create1099 R&pm Software Vendor Information Prepared by vendor? r
Name: |
Address: |
City/State/Zip: [ [
Contact Name: |
Phone Number/Ext: | i
Email Address: |
Create File |
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Government Software Systems & Serwces

Step 1

Step 2

Step 3

Step 4

Step 5

Year End Processing

Accounts Payable Recap

Accounts
Payable Progra

Accounts
Payable Progra

wVerify your EIN number in the Program
wPrint and store year end reports

Accounts
Payable Progral

wUpdate Vendors by checking the 1099 box for all |
appropriate vendors

Accounts
Payable Progral

Accounts
Payable Progra

wVerify 1099 Settings
wRun the 1099 Process

Freedom SystemsYear End Processiigebinar
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Government Software Systems & Service

Step 1 Payroll
Program
Step 2 Payroll
Program
Step 3

Payroll

Program

Payroll Overview

| wComplete Last Payroll of Year

and Print Quarterly Reports

wRun Year End Processing

wCreate and Print Wi Q a
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Government Software Systems & Services

Employees

Employee Information
Employee Check Review
Create New Employee from Profile

Manual Checks
Manual Checks Reports

Direct Depesit Forms
W-2 Totals

Report Launcher

Year End ProcessigdPayroll

Step 1 Print Quarterly Reports

Upper Lower Municipality - Payroll

Payroll Processing

Setup Payroll Calendar

Time Entry

Delete Empty Time

Reset No Time Employee
Explode Time Entry

Time Entry Reports

Cost Centers Errors Report

Calculate Payroll
Payroll Register

Print Checks
Print Check Register

Deduction List Reports

Print Direct Deposits
Create Direct Deposit File
Direct Deposit Report
Set PreNotes to Yes

Update Employee Files
Accounting Update
Cleanup After Update

Reports

Organizational
Organization Totals

Department Totals

Employees Report - Summary
Employees Report - Detail
Employee YTD Summary
Probation List Report

Open Checks Report
Void Checks Report

Leave Liability Report
Leave Used Report
Leave Balances Report

Income/Deduct/Match Report
Income/Deduction Listing
Rate Change Log Report
Payroll Log Report

Periodic Processes

Cuarterty Reports
State Retirement Report
Workers Compensation Report

Check Reconciliation

Reduce Leaves to Maximum
Renumber Jammed Checks
Renumber One Check
Renumber Checks After Update

Change Social Security Mumber
W-2 Processing
“ear End Process

Reset Accounting Entries
Re-Add Mtd/QtdM'td Totals

Freedom SystemsYear End Processiigebinar

Organizations
Departments
Bast Centers

Income/Deduct/Mateh
Change Income/Deduct/Mtaich Code
Mis=ing Cost Centers Report

Leave Types
Pro-Ration of Leaves

Group Life Rates
Longevity Parameters
Cafeteria Group Parameters

Position Ledger Report

User Tables Report
Inceme-Deduction Report
Leave Definition Report
Calendar Report

Taxesz Definition Report
Departments Report
Loengevity Parameters Report

Before running the
Payroll Year End
Process, be sure
you have
completed all 2011
payrolls and printed
all quarterly
reports!
Sel ect Y
Process
main menu.

0
0
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P e Step 1bg Print Quarterly Reports

Quarterly Reports

1 5 [ Onesa ——
’941 Period Detalll
D ate:
>
Make sure the
3 6 |WC Report correct quarterly is

listed in the site

parameters of your

4 program and then
print the desired
Org: F 7 | EC Report quarterly report(s).
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Payroll
Program

Step 2

wRun Year End Processing

Payroll
Program

Payroll
Program
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Year End ProcessigdPayroll

F REEDOM FSC Financial Management System
== Step 2a; Run Year End Processir

Government Software Systems & Services

!-/ ‘g\" =] O H-3 R~ ) - PRISM-e Payroll Main Menu - Payroll - 5 X
— fr: Home Create External Data Database Tools Add-Ins @ - = x

Employees

Employes Info
Check Review
Manual Check

Manual Check Registers
New Employ from Profile
V-2 Totalz
V-2 Totalz (Pre 2001)

Reports

IMulti-Org Reports
Leave Liabilty Report
Open Checks

“oid Check Report
Check Reconciliation
Savings Bonds
Emplovess - One Page Each

Rate Change Log
Probation List
Income/Deduction Lizting

Checks

Time Entry
Delete Empty Time
Reset No Time Employes
Explode Time Entry
Time Reports
Report Migsing CostCenters
Process - Compute

Deduction List
Leave Used Report
Leave Balances

Periodic

CQuarterty Reports

¥TOD by Department
wTD Grand Totals
Launcher

V-2 Formz
Employes Y TOD Summary

State Retirement

Site

Site Parameters
Print Log
Setup Time
Multi-FedID Org Defn
Departments
Cost Centers

Calendar of Payrollz

Leave Types
Pro-Ration of Leave
U=ser Tables

L] Freedom Systems - PRISM-e Payroll E

Before running the
Payroll Year End

Change SSN Employees - Archives Register Tax Tablez
Report Launcher Reduce Leaves te Max Print Checks Emploves Longevity eqg / Deduct Defn Process, be sure
Quick Income/Deduct List Check Register Workers Comp Report Chang=tegde you have

completed all 2011
payrolls and printed

Mizzing Cost Centers Print Direct Depositz Group Life rates a" quarte”y
o Bank ACH Tape Longevity Paramsters I
5 Direct Depozit Report Cafeteria Group Parameters reportS-
o Direct Deposit Forms Renumber Jam Checks
= Set PreMotes to Yes Renumber One Check -
'% Federal Tax Deposit Renumber After Update S € I ect 9 Y
E‘ Update :il&a f—ac;tngﬂ:?stl.ll_p fspcpl:te--—r-t Pr ocessa©o
n Accounting oeition Ledger Repo :
= Cleanup After Update Uzer Tables Report main menu.
TimeSheets Inceme/Ded Report
Leave Defn Report
Calendar Report
Taxes Defn Report
Departments Report
Lengevity Parameters
Reset Accounting
Re-Add Mtd/Qtd/vtd
Form View &= i || b

[ m Microsoft Pos

M et
1y Star

aink ... r & Prism-e

Freedom SystemsYear End Processiigebinar

{® Payrol - [PRISM-e Pa...
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Year End Process
1 . Print Benefit Statements  § .
The 6Bene
St at ement 6
Calendar year you are closing? page report per
2 employee and
[ Mowve Data To History ]

summarizes municipal
contributions to
employee accounts
3 [ Clear Employee Totals I during the year.

6Move Da
4 | Exit ]

Hi story6 ac
just that.

6Cl ear Emp
Total sé zer
MTD, QTD and YTD
totals for every
employee file and
carries forward leave
balances. This step is
irreversible.

Freedom SystemsYear End Processiigebinar 50



FREEDOM FSC Financial Management System Year End Processin g

S-S FE S Payroll Overview
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Payroll
Program

Payroll

Program

seps [N (Create and Print W @é

Program
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ot i Sl i Step 3a; Create and Print Wi Q &

"/-'4'3\\ = d- | H- & E e - PRISM-e Payroll Main Menu - Payraoll - @ Xx
G |
—/ f(: Home Create External Data Database Tools Add-Ins
el
_l Freedom Systems - PRISM-e Payroll
Employees Reports Checks Periodic Site
Emploves Info IMulti-Org Reports Time Entry CQuarterty Reports Site Parameters
Check Review Leave Liability Report Delete Empty Time %TD by Department Print Log
Manual Check Open Checks Rezet No Tims Employee 7O Grand Totalz Setup Tims
Manual Check Registers “oid Check Report Explode Time Entry Launcher Multi-F=dID Qrg Defn @
New Empley from Profile Check Reconciliation Time Reports V-2 2 Departmentz Jexer)
-2 Totals Savings Bonds Repert Mizsing CostCenters Employee W TD SunVhagy Cost Centers
V-2 Totalz (Pre 2001) Employess - One Page Each Proceszs - Compute “ear End Proceas Calendar of Payrolls
Change SSN Employess - Archives Register State Retirement Tax Takblez
Report Launcher Reduce Leaves to Max Print Checks Emploves Longevity me / Deduct Defn
Quick Inceme/Deduct List Check Register Workerz Comp Report Chamgg Code
Rate Changs Log Deduction List Leave Tvpes
Prokation List Leave Used Report Pro-Ration of Led .
Income/Deduction Listing Leave Balances User Tables The W-2 Processmg
Miz=ing Cost Centers Print Dlreu_:tﬂDEEcarta Group I_.|fe rates Steps can be
o Bank ACH Tape Longevity Parameters . .
5 Direct Depozit Report Cafeteria Group Paramesters accessed by C“Ckmg
t Direct Deposit Forme Renumber Jam Checks o W For ms 0O
o Set PreMotes to Yes Renumber One Check :
" Federal Tax Deposit Renumber After Updats main menu.
E‘ Update Files Accing Setup Reports—
[ Accounting Pozition Ledger Report
= Cleanup After Update User Tablez Report
TimeShests Incems/Ded Report

Leave Defn Report
Calendar Report
Taxes Defn Report
Departments Report
Longevity Paramesters
Reset Accounting
Re-Add Mtd/Qtd/vtd

Farm View = B || b

T ——— =
iy start (B Payroll - [PRISM-ePa.. | ( inar : " inar [ @ Microsaft PowerPaint ...
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FREEDOM FSC Financial Management System Year End PrOCeSSIQQPayI’O”
.. = Step 3¢ Create and Print W Q &

E;“J\ H I R e N i b - Payrall _

o .....

a1

,=. Home Create External Data Database Tools Add-Ins = I_J

Ll W-2 Processing Steps
W-2 Parameters Additional Diskette Parameters (_l)
Tax Yeafi TR K| | [T $102,000. PIN: |

Fica Rate: Rezub Indicator: E
Medicare Rate: Resub TLON: [ &
Organization 1D: Contact Name: | | S
Form 2-up, 3-up, 4-up Contact Phone Number/Ext: | 7] |
Locality Mame: | Upper Lower Municipaliy | Contact Fax: l:l |
. E-Mail Address: | | The W-2 process is
Tax Type Code: lII .
Pref. Method of Notification: run from this screen.

oo

Employee S5M: I——l—l Ef;;i::;z,f; o

Verify the data in the
top half of the window

[

= . B

5 _ including the tax year,

Update to Locality

E Name az Shown FICA totals, form and

5 = locality name.

5 Re-Add Re-Add UEEBD e T w2 Print Print Create Fad Create State

2 Gross Amts | W2 Boxes | DoretD 'E"E___mpmy&&a Maintenanc | Register W-2 Dizkette Digkette e buties oesies] i
Update to Employes's Print Regizter with Dept th_e bottom half Of the

Local City Name Subtotals window will Complete
the process.
Enter 55M if W2 for one emplayee = B || b

iy Starl (@ Payroll - [Year End
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T o T A T N BN W . NE—
S A S | W { R, ~S—— —
e e e e = 8 2 o ey

Government Software Systems & Service

Step 1 Payroll
Program
Step 2 Payroll
Program
Step 3

Payroll

Program

Payroll Recap

| wComplete Last Payroll of Year

and Print Quarterly Reports

wRun Year End Processing

wCreate and Print Wi Q a
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EEEEEEEE. = Purchasing Overview

Government Software Systems & Service

sep1 faden wPrint Year End ReportSJ

Program

Step 2

wClose Purchase OrdersJ

Purchasing
Program

Step 3

Purchasing
Program

wSetup New Year Contra%ts
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FREEDOM ::........rn5:0n . Year End ProcessigdPurchasing
: = Step 1l Print Year End Reports

Create

Vendors
People-Places-Things

Wender Maintenance
Wendor Hiztory
Wendor List - Numeric
Wendor List - Name
Wendor Mailing Labelz

Bidders
Account Inguiry
Report Launcher

Navigation Pane

J - )

External Data

Database Tools

PRISM-e Purchasing Main Menu - Purchasing

Add-Ins

Upper Lower Municipality - PRISM-e Purchasing

Purchase Orders

Create New Purchase Order
Create Quick Purchaze Qrder
Purchase Orders List
Purchaze Order Receipts

Print Purchase Orders
Print Purchase Orders (Internal)

Accounting Update

Requisitions

Create New Reguizition
Create Quick Requizition
Requizitionz List

Open Reg by Originator Report
Open Req by Ledger Report

Requizition Approval
Create PO from Reg

Bid Preparation
Bid Specifications

Reports

Bidders by Bid Category
Buyer Workload

QOpen PO Reports

Open PO's with Detail

Open PO's by Ledger

Open PO’z by Vendor ID
Open PO's by Vendor Name
Open PO's by Age

Open PO's by Originater
Open PO's by Due Date

Year End

“rear End Processing
Purge Prier Year Data

Site

Site Parameters
Contract Agreements
User Defined Fields

Ship Te Locations

Ship Te Locations Report
Inveice To Locations
Inweice Te Locationz Repor

Routing Paths

Form View

14 start

r Microsoft Paon

r & Prism-e

aink ...

(@ Purchasing - [PRISM-. .,

Freedom SystemsYear End Processiigebinar

Various reports are
available for
printing in addition
to the Close

Reports.

Select the desired
report from the
main menu.

56



FREEDOM :.:.....i.....s:.. . Year End ProcessigdPurchasing
EEEEEEEE. = Step 1bx Print Year End Reports

Government Software Systems & Services

Upper Lower Municipality - Purchasing

Vendors Purchase Orders Requisitions Reports Year End Site
People-Places-Things Create New Purchase Order Create New Reguisition Bidders by Bid Category Year End Processing Site Parameters
Create Quick Purchase Order Create Quick Requistion Buyer Workioad Purge Prior ear Data Contract Agresments
Wendor Maintenance Purchase Orders List Requisitions List User Defined Fields
Wendor History Purchase Order Receipts Open PO Reports
Wendor List - Numeric Open Req by Originator Report Ship To Locations.
Vendor List - Name Print Purchase Orders Open Reg by Ledger Report Ship To Locations Report :
Wendor W x| Open PO's with Detail Invoice To Locations Various reports are
5| Open Purchase Order Reports Open PO's by Ledger Invoice To Locations Report available for
GLLEEN|  Open Purchase Order Reports Open PO's by Wendor ID Lo o
Account | Open PO's by Vendor Name Routing Paths prlntlng in addition
Report La| 0 PO'= by A
P Report To Be Printed: rPObYPOID pentus Dy AgE to the Close
Open PO's by Originator Reports
Open PO's by Due Date p )
From: Ta: X
o0 Numbers: 1 3399334 Select the desired
< report from the
Create Date: .
eae main menu and
Vendor No: then enter the data

for the report on the
popup window.
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FREEDOM FSC Financial Management System Year End Processin g

R eni o = Purchasing Overview

Government Software Systems & Serwces

Purchasing
Program

oXlose Purchase Orders

Step 2

Purchasing
Program

Purchasing
Program
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FREEDOM -.:.........ns-» . Year End ProcessigdPurchasing

e s Step 2&; Close Purchase Orders

,-"tg:\.l = - H-alae- - PRISM-e Purchasing Main Menu - Purchasing - =X
o
— ff: Home Create External Data Database Tools Add-Ins & - =7 X
i -‘ Upper Lower Municipality - PRISM-e Purchasing
Vendors Purchase Orders Requisitions Reports Year End Site
People-Placesz-Things Create New Purchase QOrder Create New Reguisition Bidders by Bid Categery “ear End Processing Site Parameters )
Create Quick Purchase Order Create Quick Requisition Buyer VWorkload Purge Prior ear Data Contract Agreements ClOSIng Purchase
el intel = P rs 2T enuisiti i &= &fine ie
wendor I-l_ﬂlnt_nanc_ U = L=t Reguisitions List Uzer Defined Fislds Orders can be
Wendor History Purchaze Order Receip Open PO Reportz
Wendor List - Numeric en Req by Originator Report Ship To Locations done manua”y or
Wendor Ligt - Name Print Purchaze Orders Open / Ledger Report Open PO's Ship To Locations Report through the Year
Wendor Mailing Labelz Print Purchase Orders (Internal) Open PO’z with Detail Inveice Te Locationz
Reguisition Approval Open PO's by Ledger Inwvoice Te Locations Repor End Process.
Bidders Accounting Update Create PO from Reg £n PO's by Vendor ID
Account Inguiry Open ¢ Wendor Name Routing Paths
Report Launcher Bid Preparation Open PO's by Aps
Bid Specifications Open PO’z by Originator
Open PO's by Due Date
o
H
B = To manually
2 close a Purchase
[
o Order, select
= N~
I Purchase Order
List to review all
open purchase
orders.
b
Farm View =] i | i | b

A ——
?.'- start r m’ Microsoft PowerPoink ... r & Prism- ysbem E Purchasing - [FRIS
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FREEDOM -.:.....u......sso. . Year End ProcessigdPurchasing

ot i Sl i Step 2bc Close Purchase Orders

D,\ = Q- R- )+ Purchase Orders List - Purchasing - = X
i3
- ',E Home Create External Data Database Tools Add-Ins & - =7 X

» Purchase Orders List Find

PO Mo Yendor Description Amount Printed

MARK SUTHERLAND 06-0ct-07  SHOE ALLOWANCE $100.00

A 70014 M&MUNFORMS UNL  03-Oct-07  UNIFORM ALLOWANCE 20.00 Admin Locate anv non
A TO012 WITMER ASSOCIATES  03-Oct-07  UNIFORM ALLOWANCE 20.00 Admin [ Hore | ReOpen || chg Order | closed Pur{:hase
A 70011 WITMER ASSOCIATES 24-Sep-07  Bullstproof Vest Purchass 5589.85 Admin [ Hore | ReOpen || chg Order | Orders and select
A 70008 M&MUNFORMSUNL 20-Sep-07 POLICE UNIFORM ALLOVANCE S0.00 Admin [ More |[Repen |[ Chg Order | them by clicking
A 70008 TRISTATE SUPPLY CC 10-Sep-07 TRAFFIC SIGNAL Adrin | 1ere | Re0pen || chg Order | 0 Mor eo.
A TO007  WINDWARD PETROLE! 10-Sep-07 EQUIPMENT MAINTENANCE 5267.10 Admin [ Hore || ReOpen || chg Order |
A TO0008 WITHMER ASSOCIATES  18-Aug-07 Bulletproof Vest Purchaze Adrin [r.1urs ][ ReOpen ][ Chg Order ]
A TO00S GALLS INC. 18-Aug-07  Uniform Allowance Admin | 1ere | Reopen | chg Order |
A TO00Z GALLS INC. 01-Aug-07  Pelice Uniform Allowance 2119.42 Admin | 1ere | Reopen | chg Order |

E A FREEDOM SYSTEMS ¢ 27-Juk07  Softwars $100.00 derist | Mere || Reopen | chg Order |

E A TOO04  CARGILL, INC. 21-Jun-07  SNOVW REMOVAL SUPPLIES 2,035.50 Admin  [Hore | ReOpen |[ Chg Order |

':;; [murs ][ ReOpen ][ Chg Order ]

E

Farm View =] 5| |
[

(@ Purchasing - [Purchas. .. ® )E}\ HELTH E
B

f.'-' start icrosoft PowerPoink ... r & Prism-2
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FREEDOM -.:...ou....5«.. . Year End ProcessigdPurchasing
e e, Step 2a; Close Purchase Orders

Government Software Systems & Services
N d9-c-0f-aRK-) -

—’/ E Home Create External Data Database Tools Add-Ins
% Purchase Order ol | Delete | oK [ Ext [<<| < | = [>>] capture | wiew
ﬂng& Order Print Purchaze QOrder l Print Internalky

Purchase Order |Items Purchased || Distributions | Receipts || Change Crder Details

Purchase Order- 70015 Vendor- 525 |MAF|K SUTHERLAMD \@\

] [ Cancel

Description: |SHOE ALLOWANCE | Status: PO Amt: $100.00
Ship To: (St - PO Date: | O6-Oct-2007 Left: $100.00
Inweice To: |Fin b Need By: Fizcal vear: 2007
Mail to Vendor Addr ID: |[BUSM  » Originator: | Admin PO Printed? Click th
Buyer: Document: 70015 w Blankst Po? [ ] button and then
60K6 to
Motes: |SHOE ALLOWAMNCE [SUTHERLAMD) P = 5 h
@ AT CABELAS the process.
=
o Confidential
% Notes
2
" Change Date Field Changed F
g Orders
5
s
=

Caleulating . .. Filtered ||E2 i | b

A ——
f.’ siart [ m’ Microsoft PowerPoint ... [ & Prism-2 Syskem ﬁ Purchasing - [Create ... Q )EA A :i: Eol.:".__\' 5:00 AM
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FREEDOM -.:.........ns-» . Year End ProcessigdPurchasing

ot i Sl i Step 2dc Close Purchase Orders

,-"tg:\.l = - - H-aHe- - PRISM-e Purchasing Main Menu - Purchasing - 8 X
o
— ff: Home Create External Data Database Tools Add-Ins & - =7 X
i —‘ Upper Lower Municipality - PRISM-e Purchasing
Vendors Purchase Orders Requisitions Reports Year End Site
People-Flaces-Things Create New Purchaze Order Create Mew Reguisition Bidders by Bid Category Site Parameters
Create Quick Purchaze Order Create Quick Requisition Buyer Workload Contract Agreements
Wender Maintenance Purchase Orders List Reguisitions List Uzer Defined Fields
Wendor Hiztory Purchaze Order Receiptz Open PO Reports
“Wendor Ligt - Numeric Open Reg by Originater Report
Wendor List - Name Print Purchage Qrders Open Req by Ledger Report Open PO’z
Wendor Mailing Labelz Print Purchaze Qrderz (Internal) Open PO's with Detail
Reguisition Approval Open PO’z by Ledger
Bidders Accounting Update Create PO from Reg Open PO's by Vendor D
Account Inguiry Open PO’z by Vendor Name Routing Paths TO automate the
Report Launcher Bid Preparation Open PO's by Age N Close Process,
Bid Specifications Open PO's by Originater s e | ect é
Open PO’z by Due Date .
Processin
u the main menu.
= =
=
2
-
[
o
=
]
=
b
Farm View =] i | i | b

A ——
f.‘. start Microsoft PowerPoink ... | @8 Prism-e System (® Purchasing - [PRISM-..,
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FREEDOM rsc rmsnciamamoemen sisen YA ENA ProcessigdPurchasing
e Step 2eg Close Purchase Orders

Government Software Systems & Services

ED«, = Q[ H- 3@k )+ Purchasing =
—-/l f_‘ Home Create External Data Database Toaols Add-Ins 'gi)
L—| Year End Processing Exit
Verify that the
iz L (e m correct Fiscal
Close Method: L Carmy forward Year is dlsplayed
F Final cloze T edit if
L | Prior year lisbility necessary.
£
2 EX=E
3 I Select the
= desired Close
e Method and
-% Close Date.
=y
-
0]
=
Print and review
the report of
purchase orders
to be closed, run
the close process
and then exit.
Select close method BEIE [ | b

M arasor

iy Stant r (] Microsaft PowerPaint ... [ Prism-e System (B Purchasing - [Year En...
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FREEDOM -.:.....u......sso. . Year End ProcessigdPurchasing

EEEEEEIEE. = Step 2f¢ Close Purchase Orders

Government Software Systems & Services

E;"a\ = Q-3 R )= Purchasing .
) _
- E Home Create External Data Database Tools Add-Ins 7] = X
L—‘ Year End Processing Exit All three Close
Methods result in a
Year to Close: 2011 voucher being
created that must
Cloze Method: ECCany forward << be reviewed and

F  Final cloze
L | Prior year liability

processed in the
General Ledger
Program.

Close Date: 12/31/2011

1 T o oy
. eager | )
' . Exit

.
This process closes

purchase orders
and releases the
encumbrances for
the current fiscal
year and creates
new encumbrances
for the same ledger
accounts in the
new fiscal year.

< *

Mavigation Pane

Select close method = B || b

—

[
1y Stal i (] Microsoft PowerPoint. ., [ & prism-e System (@ Purchasing - [¥ear En... Q)EA AES EDE"B),, 5:05 AM
¥
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‘ R EEDO M FSC Financial Management System
— _

-.— -.—-:1'1‘
B e e €0 e e 5 G017 S _

Government Software Systems & Services

Dag ™| Q- & E - - Purchasing -
—/ f_| Haome Create External Data Database Toals Add-Ins
i w Year End Processing Exit
Year to Cloge: 2011
Close Method: (L Cary fanward
F Final cloze
L | Prior pear iabiiy

Cloze Date:

<
12/31/2011

1 N

By Ledger

Navigation Pane

Select close method

1y StaHt

=il e S
@it ik o, e

[ m Microsoft PowerPoint ... [ & Prism-g System ﬁ Purchasing - [Year En...

Freedom SystemsYear End Processiigebinar

Year End Processigd’urchasing
Step 2g; Close Purchase Orders

All three Close
Methods result in a
voucher being
created that must
be reviewed and
processed in the
General Ledger
Program.

F i Final Close

This process closes
the purchase

orders and
releases the
encumbrances for
the current fiscal
year.
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-.— -.—-:1'1‘

CRRN T a Step 2hc Close Purchase Orders
D"a = Q-3 )= purchasing - = x

—/ f_| Haome Create External Data Database Toals Add-Ins

i—‘ Year End Processing Exit All three Close
' Methods result in a

ear to Close: 2] ]

Close Method: Ty forward be reviewed and
F Final close

L | Prior pear lihil processed in the

( General Ledger
Close Date: 12/31/2011

Program.
Close Report - 2 [ PO Cise

LT Prior Year
3 B - Liability

By Ledger

This process closes
the purchase orders
and releases the
encumbrances for
the current fiscal
year. The
encumbrance total
is carried forward
into the new year
and charged against
a prior year liability
control balance
sheet account.

Navigation Pane

Select close method E i | i | 4
L -

——

] .'.' start r m’ Microsoft PowerPoint ... r & Prism- kem m Purchasing - [Year En...
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R eni o = Purchasing Overview

Government Software Systems & Serwces

Purchasing
Program

Purchasing
Program

wSetup New Year Contracts

Step 3

Purchasing
Program
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FREEDOM ::........rn5:0n . Year End ProcessigdPurchasing
EEESEEE. = Step 3a; Setup New Contracts

1 ;.;\.I = J -k )+ PRISM-e Purchasing Main Menu - Purchasing = x
] =
- f(: Home Create External Data Database Toals Add-Ins @ - =7 X

Upper Lower Municipality - PRISM-e Purchasing
Vendors Purchase Orders Requisitions Reports Year End Site The Purchasing
People-Places-Things Create New Purchase Qrder Creats New Reguisition Bidders by Bid Category ‘vear End Precessing Site Paramsters Program allows you
Create Quick Purchaze Order Create Quick Reguizition Buyer Workload Purge Prier Year Data Contract to manage and
Wender Maintenance Purchaze Orders List Requizitions List User Defined Fid . .
Wendor Hiztory Purchaze Order Receipts COpen PO Reports maintain purchase
Wender Lizt - Numeric Open Req by Originator Report Ship Te Locations contracts.
Wender List - Name Print Purchase Orders Open Req by Ledger Report Cpen PO's Ship To Locations Report ™
Wendor Mailing Labels Print Purchaze Orders (Internal) COpen POz with Detail Invoice To Locations
Requisition Approval Open PO's by Ledger Invoice To Locations Repor These contracts
idde A i e Create &q £l = by Ve i
Fjlldd_ra . ccounting Updat: Create PO from Reg QOpen PO's by Wendor ID . can be established
Account Inguiry Open PO's by Wender Name Routing Paths .
Report Launcher Bid Preparation COpen PO’z by &ge at any time
Bid Specifications Open PO's by Originator throughout the
QOpen PO's by Due Date
year.
1]
=
& =
=
2
=
n
427
=
]
=
b
Farm View = B || b

s start

r Microsoft Poy

r & Prism-z

aink ...

(@ Purchasing - [PRISM-. .,
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FREEDOM -.:.....u......sso. . Year End ProcessigdPurchasing
e Step 3bg Setup New Contracts

E;c-g\ d9- Q03 RA-)-? Contract Agreements - Purchasing
)
- E Home Create External Data Database Toals Add-Ins @ - =7 X
LW Contract Agreements [IEICHN NN XN IEESH BEE R IR A G B B2
==
Yendor No 445 FREEDOM 5vSTEMS CORPORATIE i Y
To create a new
Contract Date: 01-Jan-2008 Buyer: F5C .
: contract, simply
Contract Expires: N -Dec-2007 Vendor Contact: Gary Lowe cl i ck t h
button, find the
Item 1D Description Price Each Unit Ordered To Date I}]/endor and(;nse.:t
123 Computers $1.500.00 100 the contract details.
ABC Software $1.000.00 15 S .
This data can be
accessed when
creating purchase
u requisition and
=
5 purchase orders.
=
g
b
o
-
113
=
description of item (50} = B || b

F_ = = [
iy Stard rm Micr rPoink ... | & Prism- tem (@ Purchasing - [Contrac. ., Q' Sy fo 5:194M
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EEREESIRES == Purchasing Recap

Government Software Systems & Service

sep1 faden wPrint Year End ReportSJ

Program

Step 2

wClose Purchase OrdersJ

Purchasing
Program

Step 3

Purchasing
Program

wSetup New Year Contra%ts
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az“g%?___;_a"'; = Accounts Receivable Overview

Government Software Systems & Service

oPrint Year End

Step 1

" B | Reports )
«Change Fiscal

Siep 2 8 Year Setting )
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Year End Processiqoiccounts
F REEDOM FSC Financial Management System . Q@\
P e o — Recelvable

Government Software Systems & Services Ste p 1 & P r| nt Ye ar E Nn d Re po rtS

To print end of year
reports, select

Accounts Receivable
Reports from the main
menu.
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