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Important Facts About Closing A Year On IFS 

 
The following is a summary of important facts to know about closing a year in the Integrated 
Financial System. 

  
*  Vouchers that are transferred to Accounts Payable in December will effect the 2007 expense 
budget, even if they aren't paid until January. 

 
*  Vouchers that are transferred to Accounts Payable in December and paid in January will leave a 
balance in Accounts Payable at year-end. 

 
*  Vouchers that are entered in December and paid in January may create confusion on reports. 
Account Activity and Treasurer's Cash Trial Balance report will show the amount as of the January 
check date.  The Trial Balance will include the amount in the December expenditure control. 

 
       *  You are not allowed by IFS to backdate a check. 
 

*  Use Report Codes or Accrual Codes to identify accrual transactions: vouchers, receipts and journal 
entries. 

 
*  Go ahead and close December 2007 as soon as normal transactions are done. If it is left open and 
someone accidentally keys in a 2007 date, the transaction will be posted to the old year. 

          
*  Close months in the new year as soon as receipts and disbursements have all been processed. 

      
*  Manual Journal Entries can always be backdated to a closed month. But they cannot be backdated 
to a closed year. 

 
*   If the year was closed prematurely can it be reopened?  Yes, call software support for assistance. 
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       Backdating Of Checks Is Not Allowed 
 

Note that the IFS program library does not allow backdating of checks.  A check may not be dated 
prior to the date the original vouchers were transferred to Accounts Payable. This edit against 
backdating is done at the time warrants are printed.  You cannot backdate a warrant to the old year 
(2007) if the original voucher was transferred to Accounts Payable in the new year (2008). 

 
       How IFS Treats a 2007 Voucher Paid in 2008 
 

Consider the situation where a voucher is transferred to Accounts Payable in December but the 
warrant is not printed until January. The disbursements journal entry that recognizes the expense and 
creates an amount in Accounts Payable will be dated in the old year and will appear in reports as an 
expense against the old year budget. The beginning balance for Accounts Payable in the new year 
will include the amount of the voucher. The disbursements journal entry that reduces Accounts 
Payable and reduces Cash will be dated in the new year. 

 
       Problems Reconciling Reports 
 

This situation may seem confusing on reports. The Account Activity Report lists information based 
on the warrant date. It will show the warrant in the new year. The Treasurer's Cash Trial Balance will 
also report the reduction in cash as of the check date. However the Trial Balance will include the 
expense as part of the Expenditure Control in December of the old year. Likewise budget reports will 
show the expense in the old year. 

 
The IFS Accounts Payable features are functioning in this situation exactly as they were designed. 
The expense against your budget is being recognized as soon as a permanent record of the voucher is 
made (transferring to Accounts payable). The actual warrant is being recognized as of the date it is 
printed, even though it is in the next fiscal year. 

 
Some counties are accustomed to reconciling the Account Activity report and Trial Balance report 
each month.  In the example above, the two reports will show slightly different results. The difference 
being an expense recognized in the old year and the payment of cash in the new year. This situation 
may occur for any month during the course of the year but it eventually works itself out as the cash 
payment catches up and cancels the Accounts Payable liability. However when it crosses fiscal years 
there will be questions regarding which budget should be effected. 
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       Closing December 
 

December is closed on IFS in the same fashion as any other month, using the normal Run Sequence 
steps. 

 
       Printing Preliminary Year End Reports 
 

When you are satisfied that all normal activity has been entered for 2007, print the following reports: 
     
         6010   Receipts Journal                     
    6050   Disbursement Journal                 
    6150   Paid Invoice by Vendor               
     & others as needed 
 
      If December is still open, be careful 2008 entries don’t get an "06" date  
 

Operators should be careful that 2008 dates are consistently entered for new year transactions. Be 
aware that if you accidentally enter a 2007 date the transactions will effect the General Ledger in the 
wrong year if December has not been closed. Manual Journal Entries that are entered with a 2007 
date will effect the old year regardless of whether December is closed or not. 

 
       After Closing December, Before Closing 2007: 
 
       Close Each 2008 Month As You Finish Receipts/Disbursements  
 

Go ahead and close months in the new year before closing 2007. It is recommended that you close 
each new month in 2008 as receipts and disbursements for that month are completed. Manual Journal 
Entries may always be backdated to a closed month (but not to a closed year). 

 
       Go Ahead And Put The 2008 Budget Into Place 
 

IFS allows you some flexibility in running budget reports in the new year. Assuming that you have at 
least entered your 2008 budget into a work budget, you may get Expenditure Guideline and Revenue 
Guideline, Expenditures By Function and Revenues By Function reports in the new year regardless of 
whether you have closed the old year or not, regardless of whether you have rolled your 2008 budget 
into place. 

 
All Budget Reports now have the option to "Report for Budget..." against the Current Budget, or any 
of the Work Budgets, Special Budgets, or History Budgets. 

 
       Do 1099's 
 

1099-MISC and 1099-S forms must be distributed by January 31st to recipients, to the IRS by 
February 28th. 1099 forms may be run before or after closing the year. 
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  After January 1st Use Report Codes or Accrual Codes on Accrual Transactions 
 
 Using Report Codes 
 

If you are entering receipts, disbursements or journal entries that will be created in the new year but 
should effect the old fiscal year, you can make use of the transaction report code fields to help 
identify these transactions. The State Auditor's office has suggested you use the following codes: 

 
             "1" or "R" Accounts Receivable 
             "2" or "F"   Due from other funds 
             "3" or "G"   Due from other governments 
             "4" or "P"   Accounts Payable 
             "5" or "U"   Due to other funds 
             "6" or "O"   Due to other governments 
 

Report Code Maintenance Receipts & Disbursements 
 

You may modify the report codes that are associated with any receipt or disbursement entry, the IFS 
menu options are 3530 “Work with Receipts Detail” and 3550 “Work with Disbursements Detail”, 
both are found in the Inquiry section.  
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When 3530 “Work with Receipt Detail” is taken the following screen appears: 
        

 
  

You may select transactions by Account Number, Payer Name or Receipt Number.                                             
 
       In the example below we have to search by Account Number. 
   

 
 

Select the transaction you wish to modify by placing a “2” (Change) in the option field before it. The 
following screen will appear: 
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From this screen you may add, change, or delete the Report Code associated with this transaction.                      
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Upon selecting 3550 “Work with Disbursement Detail, the following screen appears: 

 

 
 

You may select transactions by Account Number, Vendor Name, Vendor Number or Warrant 
Number. In the example below we selected our search by Account Number: 

 

 
 

Select the transaction you wish to modify by placing a “2” (Change) in the option field before it. The 
following screen will appear: 
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From this screen you may add, change, or delete the Report Code associated with this transaction. 
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       Adjusting 2007 Disbursements Paid in 2008 
 

Paying last year's bills after December is closed but before the year 2007 is closed: 
 

The expenditure will affect your General Ledger sometime in 2008, depending on the date of the 
transaction and which month in 2008 is your current month. 

 
Manual Journal Entries must be used to make adjustments. Be sure to use the transaction report code 
to mark this voucher as an accrual transaction. Later you can use the Transaction Listing by Report 
Code to determine what manual journal entries are needed. 

 
       Print the Transaction Listing by Report Code 
 

When printing the Transaction Listing by Report Code you may print all Report Codes or be specific 
in your selection.    

In the example below we will request only disbursement transactions with a Report Code, this will 
assist in determining our payable accruals for year end. 

 

 
 

Please review the following 5-page insert illustrating run instructions, report detail and recap by fund.
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   Page  12 
IFS 2007 Year-End Seminar  Closing the Year 2007 
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Print the Transaction Listing by Service Date 

 
This report will assist in the calculation of your accruals for year end. 

 

 
 

Please review the following 3-page insert illustrating run instructions and report detail. 
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Create 2007 Year-End Adjusting Journal Entries 
 

If the following examples, "XX" represents a two-digit number 00-99.  These journal entries are 
usually done under the direction of your state auditor. 

 
       Year-End Adjustments and Accrual Journal Entries. 
 
         1.   Correct end of 2007 account balances if necessary. 
              a.   Review account balances on Account Activity report 
              b.  Create a Batch of manual journal entries dated 123107-9XX 
              c.   Credits and debits between incorrect accounts--if more 
                  than one fund is involved, you may need to adjust cash. 
 
         2.   Adjust fund balances for reserves and designations. 
              a.   Create a Batch of manual journal entries dated 123107-9XX 
              b.   Credits and debits between fund balance and reserve/   
    designation account number. 
 
         3.   Determine receivables and payables to be carried into 2008. 
              a.   Consider taxes, investments, interest, due to, due from, 
                  accounts receivable, accounts/salaries payable, leases, 
                  contracts, pre-paid items, deferred revenue.  Use menu    
    option 6210 “Transaction Listing by Report Code” to    
    identify any transactions that were identified as accrual    
    entries. 
              b.   Print Account Activity Report for months in the new 
                  year to determine what transactions have been marked 
                  with the report code indicating they are accrual 
                  disbursements or receipts, or accrual journal entries. 
                  Use menu Options 3530 “Work with Receipt Detail” or    
    3550 “Work with Disbursement Detail” to change the    
    report code on specific transactions as needed. 

c. Create a Batch of manual journal entries dated 010108-9XX  
and 123107-9XX.  The 010108-9XX entries will be credits to  
the expense accounts and debits to the appropriate liability 
accounts.  The 123107-9XX entries will be debits to the  
expense accounts and credits to the liability accounts.  All 
of these entries should have accrual flags of “M” to identify  
them as modified accrual entries. 

              d.   Set up year end receivables: credit to 5XXX Revenue 
                  account and debit to 1XXX receivables account. 
              e.   Receiving accrued receipts after December is closed 
                  but before the year 2007 is closed: 
                  Actual receipt of money should be to the accrued 
                  receivables account. Thereby receivables will be 
                  credited (reduced) and cash will be debited (increased). 
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 Using Accrual Codes 
 

If you are entering receipts, disbursements or journal entries that will be created in the new year but 
should effect the old fiscal year, you can make use of the Accrual Code fields to help identify these 
transactions.  The Accrual Codes will automatically create the appropriate accrual journal entries to 
move the activity out of 2008 and back into 2007.  You will need to do some setup to begin using the 
Accrual Codes.  Set up a cut-off date for using Accrual Codes by entering a month/day in menu 
option 1010 in the Account Structure Variables.  Then, for each accrual code, identify an object to be 
used for the due to/due from account.  This is done through menu option 999010 on the 
ACCRUALCD code.  Use F11 to work with the individual codes.  Also make sure that the due to/due 
from accounts are set up in the Chart of Accounts. 

              
Accrual Code Maintenance Receipts & Disbursements 

 
You may modify the Accrual Codes that are associated with any receipt or disbursement entry, the 
IFS menu options are 3530 “Work with Receipts Detail” and 3550 “Work with Disbursements 
Detail”, both are found in the Inquiry section.  
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When 3530 “Work with Receipt Detail” is taken the following screen appears: 
        

 
  

You may select transactions by Account Number, Payer Name or Receipt Number.                                             
 
       In the example below we have to search by Account Number. 
   

 
 

Select the transaction you wish to modify by placing a “2” (Change) in the option field before it. The 
following screen will appear: 
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From this screen you may add, change, or delete the Accrual Code associated with this transaction.                    
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Upon selecting 3550 “Work with Disbursement Detail, the following screen appears: 

 

 
 

You may select transactions by Account Number, Vendor Name, Vendor Number or Warrant 
Number. In the example below we selected our search by Account Number: 

 

 
 

Select the transaction you wish to modify by placing a “2” (Change) in the option field before it. The 
following screen will appear: 
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From this screen you may add, change, or delete the Accrual Code associated with this transaction. 
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Print Year End IFS Reports 
 

The following is a list of recommended reports to print at year end, these are recommended for 
county use and may be kept for future reference. 

 
            R/D Report Menu Section: 
        
    6010   Receipts Journal                     
    6050   Disbursement Journal                 
    6150   Paid Invoice by Vendor               
    6210   Transaction Listing by Report Code   

6230   Transaction Listing by Service Date (Human Services) 
 
   G/L Report Menu Section: 
 
    3010   Account Activity Report (full year)             
    3030   General Journal                      
    3050   General Ledger Report                
    3070   Revenues & Expend by Prog,Dept,Fund  
    3090   Revenues/Expenditures by Function    
    3110   Revenue/Expenditure Guideline        
    3130   G/L Report  R/M - Balance Sheet                  
    3150   G/L Report  R/M - Stmt of Revenue & Expenditure  
    3170   Treasurer's Cash Trial Balance       
    3190   Trial Balance  
         

The following reports are recommended by the State Auditors Office. 
 
    1030   Work with Elements File (F21=Print Element List) 
    2070   List Budget Changes 
    2110   Revenues/Expenditure Budget Report 
    3010   Account Activity Report 
    3030   General Journal - revised 
    3170   Treasurer's Cash Trial Balance 
    6010   Receipts Journal - subsequent year for receivables 
    6050   Disbursement Journal - subsequent year for payables 
    6150   Paid Invoice by Vendor 
    6150   Paid Invoice by Vendor - summarized 
    6210   Transaction Listing by Report Code 
    6230   Transaction Listing by Service Date (Human Services) 
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 IFS Combined Payments Processing for year end. 
 
   Comb Pmt Menu Section: 
 
    8010  Rebuild Comb Pmts Process-Scheduled  
    8030   Rebuild Comb Pmts Proc-Immediately   
    8070   Combined Payments Vendor Listing - detailed    
    8070   Combined Payments Vendor Listing - summarized    
    8090   Combined Pmts On-Behalf-Of Listing 
       

 State Auditor’s Adjustments 
 

Your state audit team will provide adjustments as necessary to year-end balances. These adjustments 
are generally provided prior to going through the steps of closing 2007. After the adjustments have 
been processed, rerun the Trial Balance report for January and other reports as necessary. 

 
       Proof Year-End Balances - Zeros At Bottom Of Every Fund 
 

Review "current balances" on Trial Balance report for December. Note that once 2007 has been 
closed you will no longer be able to make journal entries that effect the 2008 beginning balance 
column that will appear on the Trial Balance Report. After 2007 is closed, any journal entries in 2008 
will only effect the year to date amounts, not the beginning balance. 

 
At the bottom of every fund the Trial Balance report for December should print a row of zeros. This 
indicates that the basic accounting equation is in balance: Assets = Liabilities + Fund Balance. If a 
number other than zero shows up in the row, contact your IFS software support specialist. Do not 
attempt to close the year if a non-zero amount shows up for any fund. 

 
Treasurer's Cash Trial Balance report reconciles to County Treasurer's actual cash balances. 

 
       Check for correct balances on Account Activity report (by totals). 
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Closing 2007 

 
Closing the year does not require everyone to be off the IFS system. 

 
Run " Close Current G/L Year " menu option 4070 in the G/L Process Menu Section of IFS. The 
system will look at the System Control File to determine the Last Year Closed and present you with 
additional screens to verify that your really wish to close the year. 

        

 
 

Upon selecting “4070 Close Current G/L Year” you will be presented with the following screens: 
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After answering “OK” the next screen appears: 
  

 
  

Type in the word “ZAP” to complete the closing process. 
 

The “Close Current G/L Year” process will run, when completed proof your beginning balances for 
2008. 

 
If you need to reopen 2007 call software support for assistance. 
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       Proof beginning balances for 2008 
 

Print a Trial Balance report for the current month. Check “beginning balances" column and compare 
to the ending balances in your December 2007 Trial Balance report. 

 
If beginning balances are incorrect contact your IFS support office for suggestions on possible 
remedies. 

 
       Change Work Budget to Active Budget 
 

You may activate the budget for 2008 before or after the “Close Current G/L Year” process has been 
run.  

 
Options “2010 Work with Budget Information” and “2150 User-Selected Budget Report” will be 
utilized to proof and activate your budget for 2008. 
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Print a listing of your 2008 Work Budget by selecting “2150 User-Selected Budget Report”. 

 
Select option “1 = Budget Amount” for the “Account#  Description” field, then press F4. The “IFS - 
Budget Name Window” will appear on the screen, select the budget you wish to include on this 
report by placing a “1” in the Opt field. 

 

 
  

After selecting the budget to include on the report, the Report Headings from the selected budget will 
appear in the appropriate fields. 
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When the first screen is complete, press enter. A second screen will appear, from this screen you may 
select page break, line spacing, subtotals, and G/L account parameters. 

 

 
  

When you have selected the appropriate parameters, press F11 to run the report. 
 

Review this report, make sure all budget amounts are correct.  If you need to make any changes do so 
by returning to the menu and selecting “2010 Work with Budget Information”. 
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When “2010 Work with Budget Information” is selected the following sub-file appears on the screen.  
Place a “2” in the Opt field for the budget you wish to modify. 

 

 
 

When you have selected a budget to modify and press enter the following screen appears: 
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Press enter, the detail for the selected budget will appear on the screen. You may change any budget 
line item by placing a “2” in the Opt field for the targeted account. If the account you wish to change 
does not appear on the screen you may page up/down or utilize the Position to field. 

 

 
 

When you have corrected the budget amounts return to the menu and select “2150 User-Selected 
Budget Report”. Run the report using the same parameters as the initial run. 
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If the budget amounts are correct it is time to activate the “Adopted Budget 2008”. Select option 
“2010 Work with Budget Information”, from the sub-file select the appropriate budget by placing a 
“2” in the Opt field. Upon pressing enter the following screen will appear: 

 

 
 

Enter the “Budget Approved Date”, press enter. Prior to changing the selected budget to the “Active 
Budget” you will be presented with the following screen: 
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IFS will require you to verify your actions, if you wish to make the selected budget your “Active 
Budget” answer the prompt with a “Y”, if you wish to bail out answer with “N”. 

 
 

 
  

The selected budget will become your “Current Budget” and change the “Budget Status” of your 
previous “Current Budget” to “H” for History. By making the selected budget your “Active Budget” 
the system will automatically change the “Track Budget Changes” field to a “Y”.  Also, when a 
selected budget is made “Current”, a copy of the budget is made with a status of “O” for “Original”.  
This original budget cannot be changed. 

 
       Paying Last Year's Bills After 2007 is Closed. 
 

If 2007 disbursements must be entered after the year 2007 is closed they will be considered 2008 
business by the system. The Transaction Listing by Report Code report can be used to list accrual 
disbursements so long as a report code is used when the disbursement is entered. The report may be 
used to determine adjusting manual journal entries. 

 
       Receiving Last Year's Revenue After 2007 is Closed. 
 

Any 2007 receipts entered after the year 2007 is closed will be considered as 2008 receipts by the 
system. The Transaction Listing by Report Code can be used to list accrual receipts so long as a 
report code is used when the receipt is entered. The report may be used to help determine what 
adjusting manual journal entries are necessary. 
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       File Purging      
 

 
 

Vendor File 
 

You may only purge the Vendor File by Record Status. The system will only purge a Vendor having 
both a Record Status of “D” and no disbursement activity. Select Menu Option 9810. 
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Disbursements Detail 
 

You may purge Disbursement Detail by year only. You will purge all detail in the year you entered 
along with any detail prior to the year selected. Select Menu Option 9830. 
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1099-S Legal Description 
 

You may purge 1099-S Legal Descriptions by year only. You will purge all descriptions in the year 
you entered along with any descriptions prior to the year selected. Select Menu Option 9850. 

 

 
 
  

Receipts Detail Purge 
 

You may purge Receipts Detail by year only. You will purge all detail in the year you entered along 
with any detail prior to the year selected. Select Menu Option 9870. 
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G/L Detail and Summary Purge 
 

You may purge G/L Detail and Summary information by year only. You will purge all detail and 
summary in the year you entered along with any detail or summary prior to the year selected. Select 
Menu Option 9890. 
 

 
 
 

Chart of Accounts Purge 
 

You may purge the Chart of Account information by year only. You will purge all detail in the year 
you entered along with any detail prior to the year selected. Select Menu Option 9900. 
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G/L Elements Purge 

 
When you select this option you will purge all elements that have a status of “I” or have an effective 
end date, and which are not being used in any account numbers in the Chart of Accounts file. Select 
Menu Option 9910. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 


